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NOMINATION DEADLINE: Jan. 28, 2004 

James E. McGreevey, Governor 




Ida L. Castro, Commissioner
Procedures to Nominate an Employee(s) for a Public Service Recognition Award

The Public Service Recognition Awards Program is open to all State employees and anyone is eligible to nominate an individual state employee or a group of state employees for the Exceptional Service Award, Heroism Award, Professional Achievement Award, Community Service Award, Team Work/Partnership Achievement Award, Customer Service Excellence Award or Co-Worker Recognition Award by completing the attached nomination form and supplying adequate support documentation.

NOTE: Longevity nominations will be handled through your Department’s designated Employee Recognition Committee representative. 

Keep in mind the following as you complete your nomination:

· When you consider nominating a fellow employee or group of employees, remember that the nomination(s) must represent the full description of the designated award category and the employee(s) being considered should be MOST DESERVING of the particular award you are nominating them for.

· An individual employee or group of employees may NOT BE RECOGNIZED for the same award category for two consecutive years.

Where to submit your completed nomination form:

· All award nominations must include appropriate justification to support the nomination (for example: certificates of achievement, newspaper articles, letters of commendation, diplomas, community service acknowledgements, etc.). Once completed, please forward the nomination to your respective Division Director or Designee for authorized signatures on behalf of your department/agency.

· Once the Division Director or Designee has signed off on the nomination form, please submit nomination to:_Paul Serdiuk___________________________________

Department of Military and Veterans Affairs Awards Representative 

Telephone: _609-530-6878___________

PO Box       _340___________

Trenton, NJ 08625

Deadline for Submittal of Award Nomination Forms:

· All nominations must be received no later than:   January 28, 2004                          .

AWARD REVIEW/APPROVAL PROCESS

The NJ Employee Awards Committee will only consider those nominations that are approved by your department/agency Senior Staff and Department head/designee.

Final determinations will be communicated through your Department’s Awards Representative to all concerned parties in your department selected for recognition. Award winners will be invited to attend a special NJ Public Service Recognition Awards Ceremony at the War Memorial Building on May 7, 2004.

NJ PUBLIC SERVICE RECOGNITION AWARD CATEGORIES 

(HEROISM
The Heroism Award may be made to employees who perform acts of bravery or personal sacrifice of a life-threatening nature above and beyond the duties and responsibilities of the employee's position and which reflect credit upon the State of New Jersey, whether or not the act was performed during work hours.  Nominations must be submitted within one year of the specified act.

(EXCEPTIONAL SERVICE

The Exceptional Service Award may be made to employees for outstanding acts of public service above and beyond the duties and responsibilities of the employee's position. These acts will include, but not be limited to, appropriate responses to a crisis or emergency situation (non life-threatening) or fulfilling special work assignments/tasks over and above an employees regular job duties and which reflect credit upon the State of New Jersey, whether or not the act was performed during working hours. 

(PROFESSIONAL ACHIEVEMENT

The Professional Achievement Award may be made to employees in recognition of meritorious or distinguished accomplishments, which need not fall entirely within the scope of one's normal duties. For example, an award may be made to an employee who has: initiated and successfully established new and outstanding methods, practices, plans or designs in such fields as, but not limited to, administration, engineering, law, medicine, or environmental sciences; or achieved honors from professional societies, educational institutions or recognized groups for outstanding performance in his or her field; or provided key assistance to the recipient of an award.

(COMMUNITY SERVICE
The Community Service Award may be made to employees who have made outstanding contributions to the communities in which they live or to the State as a whole through organizational and voluntary activities outside the workplace.

(TEAMWORK/PARTNERSHIP ACHIEVEMENT
The Teamwork/Partnership Achievement Award is open to two or more individuals who function as a team or a partnership and succeed in attaining a measurable goal or making a significant achievement within the current program year in support of their department’s strategic goals. It is important to note that this level of recognition is intended for those teams or partnerships that made very special achievements during the current program year. This is not intended to recognize all those work groups or teams that have been doing a “good job” year round. 

(CUSTOMER SERVICE EXCELLENCE
The Customer Service Excellence Award provides an opportunity for NJ State Government employees (individually or collectively as a work group/unit or team) to be recognized for providing excellent customer service to either internal or external customers. The hallmark of this award is the excellent customer service that is provided at a consistently high level to clients on an ongoing basis as verified through support documentation (e.g. letters, telephone, computer and other such notable distinctions). This is intended to foster even greater levels of customer service in state government, recognizing that the manner in which we interact with our customers (internal or external) can have a very significant impact on our constituents. It is important to note that this level of recognition is intended to honor those individuals or work groups who consistently provide excellent customer service throughout the year. This is not intended to honor an individual or work group for excellent customer service for a single-event or a limited time basis.

(CO-WORKER RECOGNITION AWARD 

The Co-Worker Recognition Award honors an individual who goes the extra mile consistently in mentoring other employees, supporting his/her co-workers, providing on the job career development and counseling, showing dependability or interdivisional support of co-workers, or personifying the spirit of a department or its mission. Note: This award is not open to supervisory or managerial positions.

(LONGEVITY AWARD
The Longevity Award is made to the one individual in a department/agency who has the most years of continuous state service for the current program year. Selections are based on a Personnel Management Information Systems (PMIS) listing which is generated by the Department of Personnel. This listing needs to be verified by each human resource office to ensure that there has been no break in career service. 

INSTRUCTIONS FOR COMPLETING NOMINATION FORM

1. Please check the "Type of Award." If you are not sure, please contact your Department’s Award Representative.

2. Complete the "Nominee Information" section of the form.

3. Complete the "Explanation or Nature of Award" section and provide adequate justification for this nomination. Be sure to include your name and office telephone number at the bottom of this section and include all supporting documentation such as certificates of achievement, newspaper articles, letters of commendation, community service acknowledgements, diplomas, etc.
4. Please send the completed form, including any additional support documentation, THROUGH your respective Division Director or Designee to your Department Awards Representative indicated below.

     Paul Serdiuk___________________________                 609-530-6878__________

      Name




Telephone Number

      5.  ALL nominations must be received no later than January 28, 2004_____________.

Note: DO NOT send the completed form directly to the NJ State Public Service Recognition Awards Program at the Department of Personnel.  It will not be processed by DOP until it has been reviewed by your department’s designated awards representative. If you send it directly to DOP it will only delay consideration of your nomination, and could result in your nomination not being considered at all if you miss the program deadline. Nominations will then be reviewed for final approval by the NJ Employee Awards Committee. 

Thank you for taking the time to recognize your fellow employees!


2004 NJ Public Service Recognition Awards Program 

AWARDS NOMINATION FORM

DEPARTMENT: ___________________________________________

TYPE OF AWARD (please check one):       

· Heroism

· Exceptional Service

· Professional Achievement

· Community Service

· Teamwork/Partnership Achievement 

· Customer Service Excellence 

· Co-Worker Recognition 

      Longevity

NOMINEE INFORMATION: 

Nominee Name: _______________________________________________

Nominee Home Address: _________________________________ City: _______________________

State: __________________    Zip: _______________________     

Job Title: ____________________________________Division/Unit: _______________________________

Explanation/Justification for Award Nomination:  (Please attach additional sheets if more space is needed and supply adequate supporting documentation such as certificates of achievement, newspaper articles, letters of commendation, community service acknowledgments, diplomas, etc.)

Submitted by:     ______________________________  
DATE:
       _________________




      (Print)

  

   ______________________________ 

Telephone:  ________________




   (Signature)

Authorized by:  _____________________________          __________     



 Division Director or Designee


Date

______________________________         __________

 Department Awards Representative                Date 


______________________________         __________

 Department Head or Designee 

Date
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