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Annex A
Employee of the Year General Eligibility and Criteria

1. GENERAL ELIGIBILITY for Employee of the Year:
A. All program areas are encouraged to nominate at least one candidate.
B. Faculty, students and temporary employees are not eligible for nomination.

C. Candidates must have at least two (2) years of continuous employment with The
Citadel as of the first day of current year of competition for consideration.

D. Candidates must have an overall Exceptional rating on their most current
Employee Performance Management System (EPMS) evaluation at the time of
nomination.

E. Candidates must have a specific or sustained accomplishment that exceeds
normal expectations.

F. Candidates must not have been named Employee of the Year within the past five
(5) years.
2. CRITERIA for Employee of the Year:
A. Potential candidates must be nominated using the Employee of the Year Award
Nomination Form and the Employee of the Year Supplemental Nomination Form.
These two documents make up the nomination packet. No other documentation

will be accepted or considered.

B. The nomination packet may be initiated by any individual witnessing the specific
or sustained accomplishment.

C. The nomination packet must contain the original signature of the nominator and be
routed through the candidate’s chain of command and Vice President.

D. All nomination packets must arrive at Human Resources no later than two weeks
after nominations open for submission.
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Annex B
Team of the Year General Eligibility and Criteria

1. GENERAL ELIGIBILITY for Team of the Year:
A. All program areas are encouraged to nominate at least one team each year.

B. Teams may contain a combination of classified and unclassified employees.
Contractors and students are not eligible for nomination.

C. Ateam consists of a minimum of three individuals working on a project sponsored
by one or more departments.

D. Team projects must begin and end during the current Fiscal Year (1 July — 30
June).

E. Nominations are based on:
1. Improving the Citadel environment (work, classroom, infrastructure etc.).
2. Improving service to students.
3. Developing and implementing cost saving measures.

F. Candidates must not have been named Team of the Year within the past five (5)
years.

2. CRITERIA for Team of the Year:

A Potential candidates must be nominated using the Team of the Year Award
Nomination Form and the Team of the Year Supplemental Nomination Form.
These two documents make up the nomination packet. No other documentation
will be accepted or considered.

B. The nomination packet may be initiated by any individual witnessing the specific
accomplishment.

C. The nomination packet must contain the original signature of the nominator and be
routed through the candidates’ immediate supervisor and Vice President.

D. All nomination packets must arrive at Human Resources no later than two weeks
after nominations open for submission.
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Annex C
Procedures and Awards

1. Procedure :

A. Staff Council, in collaboration with the HR Representative, will ensure a fair and
equitable designation process

1. A representative from each Vice President area will be including in the voting
body for both awards

2. The Human Resources Representative will serve as the coordinator and
recorder

3. Human Resources will verify eligibility for all nominees

4. Human Resources will maintain all files and coordinate all awards

2. Awards
A. Employee of the Year will receive as a minimum (pending funding availability)
1. A one-time $1,500 stipend, and
2. Two (2) Citadel season football tickets, and
3. Designated Reserve parking space on campus, and
4. Recognition at Employee Appreciation Day, and
5. Plaque awarded by the President of The Citadel.

B. Team of the Year members will receive as a minimum (pending funding
availability)

1. Lunch with the President of The Citadel.

2. Appropriate certificate for each member of the team.
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