OHIO UNIVERSITY

COLLEGE OF OSTEOPATHIC MEDICINE

ADMINISTRATIVE AND FINANCIAL SERVICES (A&FS)

EMPLOYEE RECOGNITION PROGRAM

PURPOSE


· This program provides for awards that encourage the recognition of Administrative and Financial Services (A&FS) employees for outstanding performance.

ELIGIBILITY
· Nominee must be a permanent full-time or part-time administrative or classified or bargaining unit employee.  Employee should be a member of A&FS for a minimum of 6 months.

RECOGNITION CYCLE
· The process for selection of award recipients will take place biannually.  The first six months will be July through December with selection in December.  The second six months will be January through June with selection in June.  

SELECTION COMMITTEE
· The selection committee will be comprised of one individual from each unit within A&FS (Facilities, Finance, and Human Resources).  

· Each year, the department head will ask for volunteers to be on the selection committee.  If no one volunteers from a unit, the unit supervisor will appoint someone.  If more than one person volunteers from a unit, the unit supervisor will make the decision.  Those not chosen will have the opportunity to serve on the committee in future years if they so desire.

· If a committee member is nominated, he/she will be excused from this discussion and will not have a vote.

SELECTION OF RECIPIENTS
· One employee will be selected every 6 months.  

NOMINATIONS
· All COM employees will be sent an Employee Recognition Nomination Form three weeks prior to the nomination deadline for the biannual cycle.  

· All COM employees can submit nominations for any eligible employee within A&FS

· Nominations can be submitted at any time during the six month period.  

· Nominees not selected will be held for review for one additional 6 month cycle.  

RECOGNITION ACTIVITIES
· The award recipients will be announced at the June and December AFS staff meetings.  Also, the names of those who were nominated will be announced.

· The award recipients will receive a $100 award (after taxes) and a congratulations letter from the department head including remarks from the nomination form.

· For each semiannual recognition cycle, the Employee Recognition Chair will submit award recipient name to “Rounds” for publication and will be posted on the A&FS web site.

· All semiannual award recipients will be recognized at the OU-COM annual awards program.

· All nominees will receive a letter from the department head including comments from the nominators.

GENERAL INFORMATION 

· The selection committee is responsible for selecting the award recipients and notifying the A&FS Accounting Associate of the recipient name in order to expedite processing of Direct Payment Form for cash award, recipient award letters, and notifying “Rounds”.
