        GOVERNORS STATE UNIVERSITY

CIVIL SERVICE EMPLOYEE OF THE MONTH/YEAR PROGRAM

GUIDELINES

Effective 03/21/2006
Objective:

To establish an incentive program that recognizes Civil Service employees of Governors State University who demonstrate exemplary work, make significant contributions, and/or perform or demonstrate outstanding service to the unit or university community.

Development:

A selection committee comprised of six university employees, one Civil Service Senator, one exempt civil service, one non-exempt civil service, one administrator, one faculty member, and the previous year's Employee of the Year shall be appointed by the Executive Committee of the Civil Service Senate.  The appointment shall be for a minimum period of two years, with the exception of the Employee of the Year.  

Eligibility for Employee of the Month/Year:
1.   Any status civil service employee with at least a 75% appointment, who has served Governors State University for at least twelve consecutive months in a civil service position .
2.   An employee who receives the Employee of the Month award shall be ineligible for 

      consideration for a minimum of three years.

3.  Employee of the Year is automatically inducted into the EOY Hall of Fame.  Employee

    of the Year shall be awarded once in a lifetime.

4.  The selection committee considers nominations for a period of four consecutive months
     from the date the nominations are received in Human Resources.

5.  Nominations will be accepted from students, alumni, faculty, administrative/professional,                                                                                                                  
     Civil service employees, extra help employees, and the GSU community at large.
6.  The guidelines shall adhere to the evaluation process.  An employee whose current work 

     record, showing documentation that the performance evaluation form is less than  
     satisfactory will be disqualified for consideration.
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Program Procedures:
1. Nominations will be sent to the Human Resources representative for forwarding to the Selection Committee.

2. The Human Resources representative will forward the nomination forms to the Selection Committee who will review and evaluate all nominations, and through secret ballot determine the Employee of the Month.  (The forms will be sent to the committee for voting purposes with the name of the person submitting the nomination whited out as well as the name of the nominee.)  The representative will notify the Director of Human Resources of the identity of the Employee of the Month.

3. The Employee of the Month will receive a letter and certificate of recognition from the Director of Human Resources; a copy of the letter will be placed in the employee’s personnel file and provided to the unit.

4. An e-mail announcement about the Employee of the Month/Year will be sent to the university community.

5. A photograph of the Employee of the Month will be displayed in the Hall of Governors

on Engbretson Hall.

6.   The Employee of the Month will have designated parking close to Building C doors.

7.   The Employee of the Month will receive a voucher for two tickets to a Center for  

       Performing Arts show.

8.   The employee of the Month will receive a monetary award of $150.00 presented by the  

      Office of Human Resources.

9.   The Employee of the Year will be nominated by students, faculty, administrative/

       Professional, civil service staff, extra help employees and the GSU community at large   
From the pool of the Employees of the Month who received the award for November through October  of the prior  year.  The nominations will be reviewed by the Employee of the Year Selection Committee which will be comprised of the Employee of the Month committee PLUS Presidents of the Faculty, Student and Administrative/Professional Senates or their designees.
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10. The Employee of the Year will receive a monetary award of $500.00 and an inscribed                                               plaque presented on Civil Service Day in December, along with other possible gifts offered  by GSU affliated entities.  The Employee of the Year also will have their photograph displayed in the Hall of Governors on Engbretson Hall , and an announcement will be made to the university community.  The Employee of The Year will have their name inducted into the Hall of Fame. 

11.  The Employee of the Year will serve on the Selection Committee for the following year.
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