










February 22, 2013
To:  Federal Executive Association (FEA) of Arkansas Agencies:

The FEA is seeking nominations for the annual Federal Employee/Team of the Year Awards. The objective of this award program is to recognize and celebrate outstanding achievements made by individuals or teams in our federal community.  We seek to identify achievements that have:

1. contributed significantly to the mission and objectives of the agency;

2. demonstrated exemplary interaction with fellow employees; and

3. generated active employee participation in community activities or self-development efforts.

Enclosed is a nomination packet – it is the only one you will receive, so please copy and distribute it throughout your agency as appropriate.  Nominations must be received by close of business March 22, 2013, and should be sent to:

Anita Martin
Human Resources Management Service (05)

Central Arkansas Veterans Healthcare System

2200 Fort Roots Drive

North Little Rock, AR 72114

When completing your nominations, please follow these guidelines:

· One winner will be selected in each category unless in the opinion of the judges, more than one winner is warranted. 
· Agency size (99 or fewer, or 100 or more employees) will only be considered if there are more than 10 nominees in a category.
· All narrative responses are limited to two pages, plus a one-page summary of the agency’s mission statement and primary objectives. The two pages must be typed in font size 12 with one-inch margins on all sides.  The responses must address the elements contained in the enclosed judging criteria.  Judges will not consider additional pages, letters, certificates, etc.

· Five copies of each completed nomination (including the agency’s mission statement and primary objectives) must be submitted.

· Only one nomination per category, per agency will be accepted.

· Directors of federal agencies are not eligible for nomination.

· All nominees will receive a certificate and public recognition.  Winners will also receive a plaque.  Their achievements will be celebrated at a special awards banquet in May.  
· The cost of lunch will for the nominees will be paid by the FEA (up to two members of for team nominations).

2.

A committee selected by FEA members will judge the entries and select the winner(s) in each category.  The awards will be presented at the Annual Federal Employee of the Year Awards Banquet in May.  Information on the banquet will be distributed to agencies as soon as it is available.  Thank you for your participation in this recognition program for outstanding federal employees.  If you need any additional information, please call Anita Martin at 501-257-1717.

Sincerely,

BEN TOMAN
President
Enclosure




CATEGORY (Please check only one.)

 FORMCHECKBOX 
 Clerical and Support


(GS-1 – GS-10)

Includes all clerical and support.

 FORMCHECKBOX 

Professional, Administrative, Technical, and Legal (GS-11 and below)

Includes all persons in positions identified as professional, administrative, technical, and legal as defined by the Office of Personnel Management (OPM).  Includes Information Technology positions.
 FORMCHECKBOX 

Managerial/Supervisory
Includes technicians, professional, staff specialists, etc., who manage and supervise others.

 FORMCHECKBOX 

Trades and Crafts
Includes all non-supervisory positions in the areas of trades and crafts, as well as postal carriers.

 FORMCHECKBOX 

Investigative – Civil or Criminal

 FORMCHECKBOX 

Professional, Administrative, Technical, and Legal (GS-12 and above)

Includes all persons in positions identified as professional, administrative, technical, and legal as defined by OPM.  Includes Information Technology positions.
 FORMCHECKBOX 

Scientific and Medical

Includes all persons who directly provide highly skilled medical or scientific services.  Usually requires a degree and special studies.  
 FORMCHECKBOX 

Team Award
Information about your nomination

a.  Name(s) ___________________________________________________________

b.  Position(s)_________________________________________________________

c.  Grade(s)___________________________________________________________

d.  Agency location and address ___________________________________________

e.  Has this employee been named Federal Employee of the Year in the past?





 FORMCHECKBOX 
  Yes



 FORMCHECKBOX 
  No

f.  If yes, when and in which category? ______________________________________

g.  If the nominee is an individual, was at least 6 months of the nominee’s federal service during

the last 12 months performed in Arkansas?  If nominating a team, was the team based in Arkansas at least 6 months of the year?




 FORMCHECKBOX 
  Yes



 FORMCHECKBOX 
  No

Agency Director Submitting Nomination
a.  Name __________________________________________________________

b.  Title  ___________________________________________________________

c.  Agency  ________________________________________________________

d.  Agency location and address ________________________________________

e.  Telephone number ________________________________________________

f.  For more information contact ________________________________________

g.  Agency size (please check)   FORMCHECKBOX 
 99 or fewer employees     FORMCHECKBOX 
 100 or more employees

Approved by Agency Director

____________________________________________

signature
Judging Criteria

The objective of this award program is to recognize and celebrate outstanding achievements made by individuals or teams in our federal work community.  We seek to identify achievements that have:

1. contributed significantly to the mission and objectives of the agency;

2. demonstrated exemplary interaction with fellow employees; and

3. provided active employee participation in community activities or self-development efforts.

The judges are not required to recognize a winner unless, in their collective judgment, there is at least one nominee who meets the intent of the award as described above.

Judges will assign a point score to each nominee for each of the elements listed below.  The judges may assign any number of points up to the maximum point value indicated in the element.  Judges may choose to work individually or as a group.  If each judge rates a nominee individually, all the judges’ scores will be averaged to determine that nominee’s score for each factor.  The points will be totaled to arrive at the overall score for each nominee.  The highest score will determine the winner of the award.  If working as a group, judges may wish to review all the nominees on one element before moving on to the next element, thereby assuring more consistency in the ranking process from nominee to nominee on each element.

The narrative portion of the nomination packet is limited to two pages (the two pages must be typed in Times Roman, font size 12 with one-inch margins on all sides), plus one page for the agency’s mission statement and primary objectives, and is to address the elements listed below.

Each element should include only achievements accomplished within the last two years.

Element 1–Achievement of Official Duties (up to 70 points) Judges should specifically look for all three of the following aspects:

· How did the nominee excel in his/her/their job?

· In what way did he/she/they exceed job expectations?

· What was the nominee’s impact on the agency’s mission and critical objective?

Element 2–Interaction With Fellow Employees (up to 15 points) Judges should look for evidence of team spirit and fostering of a congenial work life.

· How did the nominee make the work environment more pleasant for coworkers?

· Did the nominee involve others in his/her work?  Was he/she involved with others’ work? 

· Was the nominee readily available to his/her coworkers for assistance/support/ guidance?

· If the nominee is a team, discuss the interactions and work environment within the team and with employees outside the team?

Element 3–Community Involvement and/or Self-Development (up to 15 points) Judges should consider any actions taken by the nominee, outside of normal working hours, that involved the nominee in community issues or humanitarian initiatives.

· How was the nominee/team involved in community activities?

· Was the nominee/team involved in humanitarian efforts? 

Judges may consider anything that can be construed as self improvement efforts initiated by the nominee, not as a basic requirement of the job.  Accomplishments may or may not be job related.

· What has the nominee done to improve himself/herself as a person?

· Is the nominee continually striving to become better skilled or more educated?

· What education has been pursued outside of normal business requirements?

· Did the nominee receive unusually high grades in academic pursuits?

· Did the nominee complete a degree program in a college or university?

