EMPLOYEE OF THE MONTH PROGRAM

PURPOSE

To recognize full-time/part-time Oak Hill employees who embody Oak Hill’s standards for excellence and innovation and who advance the mission of Oak Hill.
To reward those employees who show exemplary individual achievement, contribution, and performance in their jobs and other related duties beyond their own areas of responsibility.

To acknowledge those whose efforts have inspired and supported the performance and achievement of others.

To provide monthly recognition of employees who:

· Demonstrate a positive attitude toward work responsibilities, co-workers, and those that we serve;
· Act as a role model for others; 
· Demonstrate commitment to quality in carrying out job responsibilities;

· Are assets to the Oak Hill community;  

· Demonstrate a willingness to exercise servant-leadership, take initiative, and accept and carry out additional responsibilities beyond regular job assignments for the good of Oak Hill as a whole.
ELIGIBILITY FOR SELECTION

· Nominee must be a full-time/part-time employee – Director level or below, including substitutes (Senior Management Cabinet is not eligible).

· Must be employed by Oak Hill for at least 18 months.

· Can be employed at any of Oak Hill’s physical locations or points of service.
· Has not been selected as Employee of the Month within the past thirty-six (36) months.
· Must be an employee in good standing subject to the review of his/her personnel file
· Has a positive attitude toward work responsibilities, co-workers, and those we serve, and acts as a role model for others.

· Is productive, exhibits commitment to quality in carrying out job responsibilities, and is an asset to the staff of his/her department.

· Is willing to take initiative, and accepts and carries out additional responsibilities beyond regular job assignments.

· Is consistently dependable and punctual in reporting for duty, completing assignments on time, and participating in additional responsibilities.

NOMINATION PROCESS
· One employee will be selected for an award each month.   

· Nominations may be made by anyone with an active affiliation with Oak Hill (i.e. staff, parents/guardians, Board member).   
· Eligible staff members may be nominated more than once.
· All nominations must be submitted on the official nomination form and received by Human Resources by the 5th of the month. Nominations received after the 5th of the month will be considered for the following month’s award.
· The decision will be made by the 30th of the month and the awardee will be notified and announced within the following month.
· Nominees who do not receive the award for the month in which they have been nominated, may be nominated again, but will not automatically remain in the nomination pool.

	


NOMINATION VETTING PROCESS

1. The Human Resources Department will review each nomination and secure additional input from the nominee’s program manager supervisor and Department Head.

2. Scores will be totaled and Human Resources will determine the winner.
3. Those who are not selected will receive a letter notifying them that they were nominated.

AWARD FRAMEWORK 

An Employee of the Month will receive:
· A visit from Patrick Johnson, President to present the award.  A picture will be taken for publication on the Intranet, and an e-mail will be sent to all Oak Hill employees;
· A $400 check (minus applicable taxes and deductions);
· A framed certificate; 

· Inclusion on the Oak Hill ‘Employee of the Month’ engraved plaque; 
· One additional vacation day (does not pertain to substitutes);

· An invitation to the Annual Meeting and Awards Banquet.
EMPLOYEE OF THE MONTH 

NOMINATION FORM

In recognition of exemplary job performance and outstanding contributions to Oak Hill, I would like to nominate the following employee as the “Employee of the Month”:
Name of Nominee __________________________________________________________________

Title  ____________________________Department/Location ________________________________

Briefly describe how the nominee exemplifies excellence and an extraordinary commitment to 
Oak Hill’s mission.  Please give specific examples using the following criteria:
Demonstrates a positive attitude toward work responsibilities, co-workers, and those that we serve and acts as a role model for others:
Supervisor’s Comments*:____________________________________________________________    _________________________________________________________________________________

Department Head’s Comments*:  ______________________________________________________                      _________________________________________________________________________________

* Human Resources will secure the signatures and input of the nominee’s supervisor and Department Head.
Demonstrates commitment to quality in carrying out job responsibilities, and is an asset to the Oak Hill community:
Supervisor’s Comments*:____________________________________________________________    _________________________________________________________________________________

Department Head’s Comments*:  ______________________________________________________                      _________________________________________________________________________________

Exercises servant-leadership, takes initiative, and accepts and carries out additional responsibilities beyond regular job assignments for the good of Oak Hill as a whole.
Supervisor’s Comments*:____________________________________________________________    _________________________________________________________________________________

Department Head’s Comments*:  ______________________________________________________                      _________________________________________________________________________________

QUALITY (please check one rating for each quality below)

	
	Average
	Above Average
	Outstanding
	N/A

	Conscientious Worker
	
	
	
	

	Positive Attitude
	
	
	
	

	Lends an extra hand when needed
	
	
	
	

	Volunteers for extra activities
	
	
	
	

	Responds quickly during crisis
	
	
	
	

	Works well with others
	
	
	
	

	Takes pride in work
	
	
	
	

	Sensitive to people’s problems
	
	
	
	

	Maintains control of emotions
	
	
	
	

	Demonstrates flexibility
	
	
	
	

	Open to constructive criticism
	
	
	
	

	Has constructive/productive ideas
	
	
	
	

	Dresses appropriately for the job
	
	
	
	

	Provides support for new people
	
	
	
	

	Shows pride in workplace
	
	
	
	

	Works well under pressure
	
	
	
	

	Uses good judgment
	
	
	
	

	Reports to work on time
	
	
	
	


           Average (1)     Above Average (2) 
     Outstanding (3)     N/A = Unknown      Total Points:  _______
Supervisor’s Comments:_____________________________________________________________    _________________________________________________________________________________
Department Head’s Comments:  _______________________________________________________                      _________________________________________________________________________________
Nominator’s Signature (optional) ___________________________________  Date:___/____/_____ 
==========================================================================================

For Human Resource purposes only:

Signature of Nominee’s Supervisor: ____________________________________Date: ___/____/_____

Signature of Nominee’s Dept. Head:  __________________________________ Date: ___/____/_____
--------------------------------------------------------------------------------------------------------------------------------------------------

Nomination received by Human Resources: ___/___/___ Sent to Supervisor/Dept. Head for review: ___/___/___

Dept. Head sign./comments recv’d: ___/___/___ Supervisor’s sig./comments recv’d: ___/___/___ Selected as EOM: ___/___/___  Not selected as EOM: _____  Manager notified: ___/___/___  Development notified: ___/___/___ Presentation date scheduled: ___/___/___ Engraved plate ordered: ____/___/____  Check requested: ___/___/___ Vacation Day requested: ___/___/___ Presentation completed: ______ Vacation Memo in Personnel File: ______  Name added to EOM Roster: ______  E-mail sent to all CIB users: ___/___/___
