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FEDERAL EMPLOYEE OF THE YEAR AWARDS

NOMINATION PACKAGE

And

INFORMATION

Nominations are due by March 1, 2012
CRITERIA FOR THE FEDERAL EMPLOYEE OF THE YEAR COMPETITION
These guidelines are provided for submitting nominations in the Annual Outstanding Federal Employee of the Year Program sponsored by the Alaska Federal Executive Association.

1.  There are seven categories of awards (detailed descriptions attached):


Category I:  
Clerical and skilled trades and crafts  


Category II:
Technical, Administrative, Professional Office Related Work


Category III:
Administrative, Professional, Executive – typically journey level work


Category IV:
Supervisor/Manager of the Year


Category V:
Community Service Award


Category VI:
Team Award


Category VII:
Citizen Leadership Award

2.  Both civilian and military nominations will be awarded separately in each category. 

Military awards: Based on “E” and “O” classifications

Civilian awards: Based on “WG”, “GS”, “SES”, “EAS”, “PS”, “FV”, “SV” and “NSPS” classifications 

3.  All military and civilian Federal employees are eligible for nomination.  Each Federal agency head may nominate one employee in each of the individual categories as well as one team nomination for each 1000 employees assigned to their agency.  In Category V (Community Service), grade or pay levels do not apply and the nominee may be the same person nominated in one of the other categories.  However, an individual may win only one award.  Category VII (Citizen Leadership) can only be awarded to a non-federal individual. 

4.  To be eligible for nomination in Categories I through IV and VI, the following conditions must be met. The only exception is that for Category VI, only one team member must actually work in the Alaskan area.


a.  The type of work of the employee is in the Alaskan area.


b.  The type of appointment is continuing (non-temporary) for more than six months yearly, with the Federal government as the major employer (this may include part-time, intermittent, and term types of positions).


c.  The employee serves in an on-going type of position.


d. The employee’s outstanding performance, contributions and achievements of primary emphasis were during calendar year 2011.

5.  Nomination formats are attached. It is crucial these be followed carefully so the identity of the nominee and identity of the agency is concealed from the judges. The evaluation by a judging panel of non-Federal volunteers is final.  Each agency representative e-mails each nomination along with a digital photo of the nominee to jackie.r.leseman@usace.army.mil and to cheryl.m.ragan@usace.army.mil.  The nomination must be in Word Format (No PDF Documents accepted).  Please be sure to give the nomination documents a name and name each picture file using the nominee’s name and category.  These pictures will be used to display the nominees in a slide show during the luncheon.
6.  Agency's final nominations will be accepted through March 1, 2012, through your AFEA agency representative.  Those without a representative may submit directly to the AFEA Committee Chair, Ms. Jackie  Leseman, Alaska District Corps of Engineers, PO Box 6898, JBER AK 99506 or by email (jackie.r.leseman@usace.army.mil).

FEDERAL EMPLOYEE OF CALENDAR YEAR 2011
NOMINATION FORM

PART I

Nomination Category (Circle one)

  I
II
III
IV
V
VI
VII

Nomination Type:
_____ Military
_____ Civilian

The employee or team named below is this agency’s only nomination for this award category. 

Only the last four of the social security number will be used as identification on Part III, which is sent to the judges.  If the nominee is chosen as a winner, with the nominee’s permission, the full social security number will be used as necessary. The Team Award team leader’s last four will be used to identify team nominations.

Nominee’s Name:  
Social Security Number:  (Last 4 Only)
Nominee’s name as it should appear on the certificate:
Address (required in case of absence of winner):  

Work location:  
Rank/Grade:  

Length of Federal/Military Service:  

Nominating Official’s Signature/Date:

_______________________________



___________________

Name:








Date

Position:  

Approval signature:  (Agency/Activity head):

________________________________



___________________

Name:








Date

Position:

Agency name and address:  

RELEASE:  "Under the provisions of the Privacy Act, I hereby authorize the use of personal information by the Federal Government and the Alaska Federal Executive Association for publicity and the promotion for the 2010 Excellence in Federal Government Awards Program."

_________________________________

 

___________________

Nominee's Signature







Date

FEDERAL EMPLOYEE OF CALENDAR YEAR 2011
SUMMARY OF ACHIEVEMENTS 

PART II

(USE A COPY OF THIS FOR EACH NOMINATION)

For publicity purposes a brief summary of the individual or team’s achievements and a limited amount of personal (or team) information is needed.  This summary will be used in introducing the nominee(s) at the awards luncheon.  (Reminder, a digital picture of the person or group being nominated must be provided via e-mail to your agency representative who in turn will forward the electronic package to Jackie.r.leseman@usace.army.mil.)

NOMINEE'S NAME:  

SUMMARY OF ACHIEVEMENTS TO BE PRINTED IN THE PROGRAM:

(Format as follows:  1-inch margins on all sides, font:  Times New Roman Font, 12 Pitch, regular font--no bold, italics, or underlines.  Paragraph:  Full Justification, Word count:  No more than 100 words).  This summary should include the person/team name as well as the agency name as this is printed in the program.

(USE A COPY OF THIS FOR EACH NOMINATION)

Justification:
This is a short summary (no more than 4 to 6 lines) of the nomination package.  It describes the reasons for nominating this employee or team and includes a full description of this nominee or team’s outstanding performance, achievements and contributions.  It also presents applicable information, such as the ways in which the employee’s or team’s image reflects that of a desired employee(s) in the Federal service:  (Include this paragraph on each nomination)

(General guidance for completion - Information Only)

1.  Up to two (2) pages may be submitted for Part III.  Use only the last 4 of the nominee’s SSN in all sections of the nomination package (Team Leader’s last 4 of SSN for team award nominations).  This will allow anonymity for judging while ensuring appropriate processing for winner selection of the award by FEA.

2.  Attachments or enclosures as part of the justification are not acceptable.

3.  Ensure that your nomination package is objective, clear and concise, and state outstanding performance, contributions and achievements.  Describe the ways in which this employee or team stands out in comparison with others.  Focus on what the employee or team accomplished and their impacts to the process.  Avoid acronyms or, if they are necessary, briefly describe.  Judges are non-Federal volunteers who may not be familiar with your agency acronyms; and, it is unrealistic for them to attempt evaluation of lengthy, generalized statements. The judges will select the winner based on performance, contributions and achievements under each of the seven categories.

4.  Judges will only consider information contained in the nominations.  Judging will be conducted in a controlled environment.  Telephone calls or visits for clarification are not permitted; as such your package will be the only factor in the decision.

5.  Personal traits may be of influence on the employee’s performance such as leadership and professional contributions; however, this is not a personality contest - see paragraph 3 above.

6.  References to race, creed, religion, age, color, marital status and other non-performance types of information may not be used.  Any reference to the individual's name or team name needs to be removed.  Identify the individual as the "Nominee" or the "Team" and the agency as the “agency” or the “Department” as appropriate; you may use general references such as “he” and “she" or "they" within your package.

7.  Format as follows:  1-inch margins on all sides, font:  Times New Roman, 12 Pitch, regular font--no bold, italics, or underlines.  Accomplishments must be written in paragraph format.  No bullet statements.   

CATEGORIES FOR NOMINATION
CATEGORY I

1.  Examples of kinds/levels of work


a.  Typing, stenography, office machine operation and miscellaneous clerical


b.  Skilled trades, crafts and manual operations work, including leaders of these workers

2.  Examples of grade levels of work within some major pay systems

a.  Military, E-1 through E-6


b.  Skilled and semi-skilled trades, crafts and manual operations such as civilians under Coordinated Federal Wage System, grades WG-1 through WG-6, and WL-l through WL-6


c.  NAF employees, NA grades 1 through 10.  AS grades 1 through 7, PS grades 1 through 7


d.  Office related types of work such as general schedule civilian workers, grades GS-l through 6 or (FV – Pay Bands B, C, D & Tech Support E)


e.  NSPS employees, YA, YB, YD, YE, YH, YI, YK, YL, YM, YP in pay band 1 and YB in Pay Band 2


f.  TSA employees, SV in pay bands A through F


g.  Other types of work and levels similar to above

CATEGORY II

1.  Examples of kinds/levels of work


a.  Technical, administrative, professional, engineering or scientific office-related work, such as those jobs approaching and including journey levels in these fields of work. Some higher level clerical is included.


b.  Semi-skilled and skilled types of trades, crafts and manual operations work, including leaders and supervisors of these workers

2.  Examples of grade levels of work within some major pay systems


a.  Military, E-7 and above, WO-1 through WO-3, 2LT through Captain


b.  Semi-skilled and skilled trade, crafts and manual operations such as civilians under the Coordinated Federal Wage System, WG-6 and above, WL-6 and above and WS-1 through WS-8


c.  Office related types of work such as general schedule civilian workers, grades GS-7 through GS-11 or (FV – Admin/Clerical Support Pay Band E, & all Pay Bands F & G) 


d.  NSPS employees, YC, YF, YJ, YN, YP in pay band 1.  YA, YD, YE, YH, YI, YK, YL, YM in pay band 2


e.  TSA employees, SV in pay bands G and H


f.  Other types of work and levels similar to above

CATEGORY III

1.  Examples of kinds/levels of work


a.  Administrative, professional, executive, engineering, sciences such as physical, social or environmental and technical work of an office-related nature. The levels of these positions are typically staff, analytical or specialist types above the journey levels.


b.  Full-level supervisors over skilled journey and specialist types of trades, crafts and manual operations

2.  Examples of grade levels of work within some major pay systems


a.  Military, WO-4, Major and above


b.  Supervisors at the full level and above, over skilled trades, crafts and manual operations such as civilians under the Coordinated Federal Wage System, WS-9 and above


c.  Office-related work such as grades GS-12 and above or (FV - Pay Band H, I, J, K, L & M)


d.  NSPS employees, YC, YF, YG, YJ, YN in pay band 2.  YA, YB, YC, YD, YE, YF, YG, YH, YI, YJ, YK, YL, YN in pay band 3.  YJ, YL in pay band 4


e.  Other types of work and levels similar to above


f.  TSA employees, SV in pay bands I through M

CATEGORY IV (Supervisor/Manager of the Year Award)

1.  Recognizes high performing manager/first-line supervisor whose accomplishments demonstrate a high level of expertise in delivering state-of-the-art “best practices” in management and administration.  Examples of kinds/levels of work:



a.  Technical, administrative, professional, engineering or scientific office-related work, such as those jobs approaching and including journey levels in these fields of work.  Some higher level clerical is included.



b.  Semi-skilled and skilled types of trades, crafts and manual operations work

CATEGORY V - (Community Service Award)

1.  This category represents volunteer off-duty contributions and achievements in civic activities such as social, welfare, service and nonpartisan political organizations and activities. The level and type of achievements, performance and significance should be described.

2.  All Federal employees, military and civilian may be considered for this award. This category requires a complete set of nomination documents even if the nominee is also nominated for another category. While the person may be nominated in this category and Category I, II or III, he or she may win only one award.

CATEGORY VI - (Team Award)

1.  This is a category to recognize team contributions, achievements or accomplishments.

2.  A total of two awards will be presented in this category; one to recognize a team that contributes significantly to the civilian federal programs, and one to recognize a team that contributes significantly to the military presence in Alaska.  Teams made up of federal employees, military and civilian may be considered for this award.  (Make sure you check the appropriate box depending on which applies:  ____Military ____Civilian.) 

3.  This category is open to work-related and volunteer off-duty contributions and achievements such as social, welfare, service and nonpartisan political organizations and activities.

4.  A team is defined as a cohesive group that coordinates a common project or task.

5.  Teams comprised of more than 20 individuals will receive a team recognition certificate in lieu of an individual certificate.

CATEGORY VII – (Citizen Leadership Award)

1.  This category recognizes a private citizen for outstanding contribution to the Federal Government as a whole or a particular federal agency or military command.  (Federal Employees or Federal Government contractors are NOT eligible to compete in this category.)

2.  Describe how the individual has fostered intergovernmental cooperation, improved understanding between the civilian and general community, or contributed to the success of federal programs through educational or business efforts.  The level and type of achievements, performance and significance should be described.

3.  A total of two awards will be presented in this category; one to recognize an individual that contributes significantly to the civilian federal programs, and one to recognize an individual who contributes significantly to the military presence in Alaska.  (Make sure you check the appropriate box depending on which applies:  ___ Military
___ Civilian.)

FEDERAL EMPLOYEE OF CALENDAR YEAR 2011


JUSTIFICATION -- PART III


AWARD CATEGORY:  


SSN:  XXX-XX-XXXX (Last 4 only)








Revised as of December 13, 2011

