STATE EMPLOYEES AWARD COMMITTEE
EMPLOYEE OF THE YEAR AWARD
BACKGROUND

The State Awards Committee has traditionally selected an Employee of the Year.  The criteria has now been updated to conform with the standards set by the Semi-Annual Employee Awards for Most Productive, Most Motivated, and Outstanding Supervisor.
PURPOSE 

The purpose of the awards is to recognize an individual who has, in the current fiscal year (July 1 through June 30), made significant contributions to their job, their section, and to the agency as a whole over the course of the fiscal year, as demonstrated by the nominator’s responses to the criteria outlined in the Nomination Form. 

ELIGIBILITY 

Candidates are selected from all nominations submitted to the State Employees Award Committee.  The nominee can be a full-time state employee (FTE) or employed as a full-time temporary employee by the Department of Military Affairs.  The nominee can be at any level and at any job position within the agency.

NOMINATION CRITERIA 

Nominations shall be made by submission of the Nomination Form and may include supporting documentation for the criteria being submitted. The criteria will include: 

· Why the employee (or supervisor) deserves the award

· Specific things the employee (or supervisor) did that are exceptional or notable

· The effect of the employee’s (or supervisor’s) actions on their section

· The effect of the employee’s (or supervisor’s) actions on the agency as a whole

· How the employee (or supervisor) contributed directly or indirectly to the mission of the agency

For each criteria the nominator should explain the reasons they are nominating that employee (or supervisor).  It is important to clearly explain the nominee’s contribution(s), especially those tasks, duties or projects performed above and beyond their normal job duties, while taking into consideration how their actions contribute to the mission of the agency.


Department of Military Affairs Mission Statement

“The New Mexico National Guard, Department of Military Affairs is authorized and organized in accordance with Chapter 20 NMSA 1978 with the primary mission of providing military forces to the State of New Mexico in the event of a manmade or natural disaster.  Within the State, it has the additional duty of providing for the management of lands and properties owned by the State Armory Board as well as providing oversight for the New Mexico Civil Air Patrol, the New Mexico State Defense Force and the New Mexico Youth ChalleNGe Academy."

PROCESS 

1.
For each award period, nominations will be distributed to all state employees and a deadline of approximately 30 days will be set for the return of the nominations.  The form will also be available electronically on the NMAG Web Page.

2.
The Employee of the Year will be chosen from nominations submitted to the State Employees Award Committee on or before the deadline announced for that particular award period.    THE DEADLINE FOR THIS AWARD CYCLE IS FRIDAY, MAY 31 AT 1530 HOURS (3:30 P.M.)

3.
Late nominations will not be considered. 

4.
Three locked boxes will be available for the collection of Nomination Forms.  The locations will be: 1) the reception area at the Onate Complex HQ building, 2) Air National Guard offices at Kirtland AFB, and 3) the central area of State Programs, Room 127. The nominations will never be in the control of only one State Awards Committee member.

5.
Using the Nomination Forms, the Committee will evaluate the criteria for each nomination, assign each criteria a point value based on merit and relevancy to the agency mission over the coarse of the fiscal year, and make a selection for each category based on total points.  Employees with multiple nominations will be considered and the number of nominations noted, but no added points will be given for multiple nominations.  

6.
In the event of a tie, the Director of State Programs will make the final decision. 

7.
Preferably, the award will be presented at the annual state employee picnic.  

8.
Semi-Annual award winners will be selected by a separate nomination process twice during the fiscal year. This form will also be available on the NMAG Web Page.
EMPLOYEE OF THE YEAR AWARD
NOMINATION FORM

I am nominating _________________________________ for the Employee of the Year Award.

(Please answer the following questions to the best of your ability. Use back if necessary.)

I.
WHY DO YOU THINK THIS EMPLOYEE (OR SUPERVISOR) DESERVES THIS AWARD? (20 points maximum)  Please explain why you feel this person deserves special recognition.

II.
WHAT SPECIFIC THINGS HAS THE EMPLOYEE (OR SUPERVISOR) DONE THAT YOU FEEL ARE EXCEPTIONAL OR NOTABLE? (20 points maximum) Please explain specific tasks, duties or projects this person performed that were noteworthy and exceptional.
III.
WHAT EFFECT DID THE EMPLOYEE’S (OR SUPERVISOR’S) ACTIONS HAVE ON THE EMPLOYEE’S (OR SUPERVISOR’S) SECTION OVER THE COURSE OF THE FISCAL YEAR? (20 points maximum) Please explain how this person’s contribution helped their section (or project) become more efficient, effective, productive, or better organized.

IV.
WHAT EFFECT DID THE EMPLOYEE’S (OR SUPERVISOR’S) ACTIONS HAVE ON THE AGENCY AS A WHOLE OVER THE COURSE OF THE FISCAL YEAR? (20 points maximum) Please explain how this person’s contribution had an impact on the agency as a whole. 

V.
HOW DID THE EMPLOYEE (OR SUPERVISOR) CONTRIBUTE DIRECTLY OR INDIRECTLY TO THE MISSION OF THE AGENCY OVER THE COURSE OF THE FISCAL YEAR? (20 points maximum)  Please review the agency Mission Statement.  How did this person contribute to the mission of the agency?

SIGNATURE (optional) ___________________________________________________

