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Part 1:

AWARD CATEGORIES & DESCRIPTIONS
The following awards will be presented at the Employee Awards ceremony to those deserving Wayne County employees nominated by their co-workers and peers and awarded by the Wayne County Employee Achievement Awards Selection Committee.

Anthony C. Wayne Leadership Award

This award is presented to an employee for “Excellence in Leadership.”  Employees nominated for this award must show outstanding leadership qualities over a considerable period of time.  There will be one (1) award presented in this category county-wide. 

Humanitarian Award

This award is presented to an employee who has performed highly significant heroic, civic or humanitarian acts either on or off the job.  Nominators are encouraged to submit names of employees who perform humanitarian acts that may otherwise go unrecognized.  There will be one (1) award presented in this category county-wide. 

Jim Rageas Community Contribution Award

This award is presented to an employee for outstanding contributions to the Wayne County community.  The employee nominated for this award must show active involvement in local and surrounding community organizations, project teams or task forces.  The ideal candidate will be involved in at least three (3) community organizations.  All the activities must exceed the expectations of standard civil service activities and the bulk of the activity should be non-partisan and should not be politically motivated.  There will be one (1) award presented in this category county-wide.  

Individual Achievement Award

This award recognizes those employees whose contribution to Wayne County goes above and beyond the daily requirements of their job.  Employees receiving this award must have shown sustained excellence over a considerable period of time and/or have contributed to project(s) of major significance to the County.  There will be a combined maximum of 47 awards presented in this category and the Team Achievement Award category.  

Team Achievement Award

This award recognizes employee teams whose contribution to Wayne County goes above and beyond the daily requirement of the job and/or project.  Teams receiving this award must have shown sustained excellence throughout a project of major significance to the County.  There will be a combined maximum of 47 awards presented in this category and the Individual Achievement Award category.    
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Part 2:

EMPLOYEE ENGAGEMENT & CONTRIBUTION
Employee engagement, the willingness of an employee or team to strive to do their best work on a daily basis, has become the leading indicator of high performance.  Wayne County employees achieve exceptional engagement when they demonstrate "above and beyond" as a standard practice. 

The Eight Elements of Employee Engagement will be used as the basis for evaluating and selecting   Employee Award Recipients for their annual contributions:

1.
Leadership & Initiative
2.
Communication – Change Management – Teamwork 

3.
Culture – Customer Service – Wellness – Safety – Ethics
4.
Cost Effectiveness – Innovation
5.
Development – Professional Growth 

6.
Accountability & Performance 

7.
Alignment to Wayne County Mission, Core Values & Strategic Priorities
8.
Social Responsibility & Relationships 

To ensure clarity to the voting committee, each nomination should have a summary validating the scope of the recognition and an aligning business case that substantiates each element of the outlined criterion listed above.  Your responses should describe how the nominee excels in each of these areas using the general definitions below for guidance.
1.  LEADERSHIP & INITIATIVE

Leadership and initiative is the engine that drives success.  Through every action, leaders both inspire and deliver high performance and results, while serving to model that behavior for others to emulate.    

2.  COMMUNICATION – CHANGE MANAGEMENT – TEAMWORK  

Communication, change management and teamwork are essential elements for obtaining high performance and motivating exceptional results.  Good communication is open, honest and timely. Communication needs to be fluid, frequent and multi-directional.  Demonstrating accessibility for questions, support and encouragement ensures acceptance and understanding of change.  Good communication and change management is systematic and predictable, not random.

3.  CULTURE - CUSTOMER SERVICE – WELLNESS – SAFETY – ETHICS

Culture binds people together in positive ways and galvanizes excellence.  a deeply engrained culture that promotes customer service, wellness and safety and further, demonstrates a commitment to highly ethical behavior. 

Part 2:  EMPLOYEE ENGAGEMENT & CONTRIBUTION continued

4.  COST EFFECTIVENESS – INNOVATION 

Actions that provide improved effectiveness while incorporating innovation that drives the behavior and success of the organization.

5.  DEVELOPMENT - PROFESSIONAL GROWTH 

The development of new skills, competencies and/or capabilities on the job in the form of new projects, experiences or responsibilities.  

6.  ACCOUNTABILITY & PERFORMANCE 

Performance that ensures ongoing success and serves as a strong motivator to achieve optimum results and sustainability, while developing continuous improvement. 

7.  ALIGNMENT TO WAYNE COUNTY MISSION, CORE VALUES & STRATEGIC PRIORITIES 

Clear alignment to Wayne County’s Mission, Core Values and Strategic Priorities that underscore how they are achieved.  Understanding the big picture and how the results contribute to the greater purpose.  (See next page for Wayne County’s Mission Statement)
8.  SOCIAL RESPONSIBILITY & RELATIONSHIPS 

Demonstration of socially responsible actions, services, and/or business practices within the community and/or the organization.  Committed efforts to charities, social causes and the environment.  Illustration of the organization’s positive reputation within the community.      
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Part 3:

MISSION, CORE VALUES & STRATEGIC PRIORITIES OF WAYNE COUNTY

Take time to re-acquaint yourself with the County’s mission, core values, and strategic priorities as you complete the nomination form.      
WAYNE COUNTY EXECUTIVE MISSION

To lead the nation in providing exemplary and efficient services that continuously promote and enhance the highest quality of life of those who choose to live, work, visit and play in Wayne County.

WAYNE COUNTY’S CORE VALUES

· Teamwork       
· Dedication       
· Accountability       
· Integrity       
· Creativity
STRATEGIC PRIORITIES

1. Wayne County will lead Michigan in creating the environment for new business development, job creation and investment opportunities.

2. Wayne County will lead Michigan in actively developing and implementing innovative strategies that will increase property values.

3. Wayne County will embrace, utilize and build upon the diversity of its population, workforce and environmental resources to attract global business investment and enhance our quality of life.

4. Wayne County will retain its current population and will continue to aggressively market itself and its unique diversity in order to attract new residents and business locally and internationally.

5. Wayne County will provide and assist in creating nationally recognized health care alternatives and options for those who live, work and do business in Wayne County.

6. Through regional cooperation, Wayne County will provide leadership to ensure that residents are prepared for emergencies and disasters.

7. Wayne County government will lead the state in promoting Public Safety by directing its resources toward efforts that elevate education, foster stable families, and provide quality rehabilitative treatment services that promote positive lifestyles and productivity.

8. Consumers of Wayne County who interact with government will be provided with the highest efficient, effective and courteous service.

9. Wayne County will ensure fiscal accountability and stability by establishing a process that continuously monitors, evaluates and refines the effectiveness and efficiency levels of county programs and service delivery.
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Part 4:

NOMINATION INSTRUCTIONS
REQUIREMENTS FOR NOMINATION
Nominees:

· All nominees must be full-time employees who have successfully completed the probationary period. 
· All nominees must have satisfactory employment record containing no current disciplinary action within the twelve (12) months prior to the date of the nomination.  This includes no suspensions, poor attendance records or performance issues.
Nominators:

· Nominators are not required to be Wayne County employees.

· Employees may not nominate themselves for any award, except if nominating for a team award.

SUBMISSION REQUIREMENTS
1. Please read all the information found in this Nomination Packet very carefully.  
2. Nominations should be completed electronically when possible.  The forms in this packet can be completed by simply typing your responses in the shaded areas / boxes on the form or double-clicking (left click) with your mouse for check boxes.  If you are unable to fill in the forms in this way, hard copies of the blank forms may be printed and then completed in black or blue ink.
3. Respond fully to each section of this form so as to provide the Award Selection Committee with a detailed understanding of the employee’s accomplishments and achievements.   When responding, keep the following in mind: 

· The Awards Selection Committee will not likely have any personal knowledge of the nominee, their work or the accomplishments you will be describing.  

· Be concise and to the point in your responses.  

· The information provided must be accurate and complete.  

· Facts must be well documented.  

4. All nominations must be printed and signed by the nominator, by the nominee’s immediate supervisor and by the nominee’s department head / elected official.  All nominations must be submitted to the Awards Selection Committee regardless of approval by either the immediate supervisor or department head / elected official.
Part 4: NOMINATION INSTRUCTIONS continued

5. Signed nominations must be returned to the following address:
Department of Personnel / Human Resources

Attn:  Rechelle Burnett
Guardian Building

500 Griswold Street, 9th Floor

Detroit, MI  48226
Or

Faxed to 313-967-1228 Attn:  Rechelle Burnett

Or

Emailed to rburnett@co.wayne.mi.us
6. Nominations must be submitted by close of business on:

MONDAY, DECEMBER 3, 2012.
7. The Awards Selection Committee will provide the nominator with confirmation of receipt of their nomination within ten (10) working days via email to the nominator’s email address as provided in the nomination form.

QUESTIONS?
If you have any questions regarding the information and forms found in this nomination packet, or about this year’s Employee Achievement Awards, please contact:
Rechelle Burnett

313-967-3669

rburnett@co.wayne.mi.us
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Part 5:
  NOMINATION FORM

Section 1.  Nominee Information
Please complete this section with information about the person being nominated (nominee).  Nominees must be employees of Wayne County.  If this nomination is for a Team Achievement Award, please print the team name in nominee box (example, “ABC Project Team”) below and complete attached Form 1-A: Team Nominees with the names for each team member being nominated.
	Full Name of Nominee (or Team Name for Team Nominations)
     
	Employee ID (if known)
     

	Daytime Phone
     
	Email Address
     

	Name of Immediate Supervisor
     
	Department / Division
     


Section 2.  Nominator Information

Please complete this section with information about yourself as the nominator.  Nominators need not be the nominee’s supervisor or an employee of Wayne County.  

	Full Name of Nominator

     
	Relationship to Nominee (ex., “Supervisor,” “County Resident”)

     

	Daytime Phone

     
	Email Address

     

	Fax Number

     
	Department / Division (if you are a Wayne County employee)

     


Section 3.  Award Recommendation
Please check the box next to the award for which you are nominating the employee(s).  NOTE:  The Awards Selection Committee reserves the right to give a different award than what has been recommended by the nominator based on the information provided in this nomination form. 
 FORMCHECKBOX 
  Anthony C. Wayne Leadership Award  
 FORMCHECKBOX 
  Individual Achievement Award  

 FORMCHECKBOX 
  Humanitarian Award  
 FORMCHECKBOX 
  Team Achievement Award  

 FORMCHECKBOX 
  Jim Rageas Community Contribution Award  
Section 4.  Dates of Excellence / Performance

Please complete this section with information about the duration of the project, accomplishment or act for which the nominee(s) is being nominated.   All or a portion of the dates should be within the last 12 months.  Estimated time periods are acceptable. 

	Start Date (estimate if necessary)
     
	End Date (if ongoing, indicate “On-going”)
     


Section 5.  Description of Project, Accomplishment, Achievement or Act

Please describe, in detail, the project, accomplishment, achievement or act for which the employee / team is being nominated.  Provide comments on the nature of the work assignment(s) or act(s):  the originality, creativity and magnitude of employee/team effort and the overall benefits to Wayne County, the community or to another person(s).  If additional documents are to be attached to your nomination, please list the documents being attached on Form 5-A: Supporting Documentation (attached to this nomination form).
AWARD SPECIFIC DESCRIPTIONS:

· For Anthony C. Wayne Leadership Award nominees, describe the leadership performance and specific achievements of the employee including the cost impact, quality improvement and lasting effect of the achievements.

· For Humanitarian Award nominees, describe the heroic or humanitarian deeds of the employee.  Provide specific examples of actual behavior which merit this award.  Explain when and where the deeds occurred and whether they were performed in the line of duty.

· For Jim Rageas Community Contribution Award nominees, describe the community service activities as well as the specific organizational achievements of the employee.  Provide comments on the nature of the volunteer service(s) as well as team projects and task forces.  Nominations should include a clear description of the community involvement by listing qualifying activities, dates of service and reference/documentation for validation, as well as active involvement in local and surrounding community organizations, project teams, and task forces, involvement is based on volunteer service and uncompensated, preference is given to employee founding and/or holding offices within community organizations.
· For Individual Achievement Award nominees, describe the cost impact, quality improvement and lasting effect of the achievements.

· For Team Achievement Award nominees, describe the cost impact, quality improvement and lasting effect of the achievements brought on by the team.  Include information about each team member’s role in the team achievement.
SECTION 5: DESCRIPTION OF PROJECT, ACCOMPLISHMENT  OR ACT continued

	Overall Description of Project, Accomplishment, Achievement or Act 

     


	Describe how nominee(s) showed leadership and initiative

     


	Describe the nominee’s communication skills and style

     


	Describe how the nominee’s actions and accomplishments promoted a better culture
     


	Describe how the nominee’s actions and accomplishments led to cost savings for the County, produced efficiencies or spurred innovation
     


	Describe any new skills or capabilities gained by the nominee(s)
     


	Describe the nominee’s performance and acceptance of accountability in his/her/their accomplishment(s)
     


	Describe how the nominee’s actions and accomplishments help to meet the strategic goals of Wayne County as described in this packet
     


	Describe any social benefits to the organization or community that were realized through the nominee’s actions and accomplishments
     

	


	Include any other information, not previously provided in this form, that you want the Awards Selection Committee to know about the nominee 

     


Section 6.  Nomination Approvals
All nominations must be approved by the nominee’s immediate supervisor and department head / elected official before being submitted to the Awards Selection Committee.  In the case of team nominations, the immediate supervisor and department head / elected official for the department leading the project / task force must approve for the team.

All nominations MUST be submitted to P/HR regardless of approval.

NOMINATOR’ SIGNATURE
By signing and dating this form, you are nominating the individual(s) named to receive an employee achievement award and agree that the information that you have provided is accurate and complete to the best of your knowledge.
	Signature of Nominator


	Date

     

	Type / Print Name of Nominator

     


NOMINEE’S IMMEDIATE SUPERVISOR
Please review and substantiate the validity of the information provided in this form.  If you approve this nomination, you are agreeing that employee / team being nominated is eligible to receive an employee achievement award and agree that the information that has been provided is true to the best of your knowledge.

	Signature of Immediate Supervisor

	Date

     

	Type / Print Name of Immediate Supervisor
     

	Daytime Phone Number

     
	Email Address

     

	Nominee / Team Name

Nomination for       
	 FORMCHECKBOX 
  APPROVED           FORMCHECKBOX 
  NOT APPROVED (Comments required if NOT approved)

	Comments

     


SECTION 6: NOMINATION APPROVALS continued

DEPARTMENT APPROVAL
Please review and substantiate the validity of the information provided in this form.  If you approve this nomination, you are agreeing that employee / team being nominated is eligible to receive an employee achievement award and agree that the information that has been provided is true to the best of your knowledge.  When making your decision, consider whether the nominee is in good standing in the department with respect to current and recent involvement in employee misconduct or other reasons you deem relevant.  If you do not approve this nomination, you must clearly document your reason(s) below.
	Signature of Department Head / Elected Official

	Date

     

	Type / Print Name of Department Head / Elected Official
     

	Daytime Phone Number

     
	Email Address

     

	Nominee / Team Name

Nomination for       
	 FORMCHECKBOX 
  APPROVED           FORMCHECKBOX 
  NOT APPROVED (Comments required if NOT approved)

	Comments
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Part 6:
NOMINATION CHECKLIST

Be sure that the following items or directions have been followed before submitting your nomination.

	1
	Nomination form is filled out completely and is legible if handwritten.
	 FORMCHECKBOX 


	2
	Spelling of nominee names are correct.  NOTE:  Names on awards and award programs and materials will be spelled as they appear in the nomination form if selected.
	 FORMCHECKBOX 


	3
	All supporting documentation indicated in Form 5-A is attached.
	 FORMCHECKBOX 


	4
	Nomination form is signed by nominator, nominee’s immediate supervisor and nominee’s department head / elected official.
	 FORMCHECKBOX 


	5
	Nomination is complete for submission to Awards Selection Committee by Monday, December 3rd.   
	 FORMCHECKBOX 



Upon receipt of your nomination, the Awards Selection Committee will send a confirmation of receipt within ten (10) working days to the email address listed in Section 2 of the Nomination Form.  If you prefer to receive this confirmation at your home address, please provide that address below.
	 FORMCHECKBOX 
  YES, please send confirmation to the address listed below          

	Address

     

	City

     
	State

MI
	Zip
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FORM 1-A:  TEAM NOMINEES

Please complete this form with information about each person being nominated (nominees).  Nominees must be employees of Wayne County. Make and complete additional copies of the second page of this form if number of team nominees exceeds number of spaces available.  Indicate “Team Leader” after name(s) of nominees tasked with leading the team.  
	Team Name  (this name will be used in awards program materials and on award if team is selected for award)
     


	Full Name of Nominee 

     
	Employee ID (if known)
     

	Daytime Phone

     
	Email Address

     

	Name of Immediate Supervisor

     
	Department / Division

     


	Full Name of Nominee 

     
	Employee ID (if known)
     

	Daytime Phone

     
	Email Address

     

	Name of Immediate Supervisor

     
	Department / Division

     


	Full Name of Nominee
      
	Employee ID (if known)
     

	Daytime Phone

     
	Email Address

     

	Name of Immediate Supervisor

     
	Department / Division

     


	Full Name of Nominee

     
	Employee ID (if known)
     

	Daytime Phone

     
	Email Address

     

	Name of Immediate Supervisor

     
	Department / Division
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FORM 1-A: TEAM NOMINEES continued

	Full Name of Nominee

     
	Employee ID (if known)
     

	Daytime Phone

     
	Email Address

     

	Name of Immediate Supervisor

     
	Department / Division

     


	Full Name of Nominee

     
	Employee ID (if known)
     

	Work Phone

     
	Email Address

     

	Name of Immediate Supervisor

     
	Department / Division

     


	Full Name of Nominee

     
	Employee ID (if known)
     

	Daytime Phone

     
	Email Address

     

	Name of Immediate Supervisor

     
	Department / Division

     


	Full Name of Nominee

     
	Employee ID (if known)
     

	Daytime Phone

     
	Email Address

     

	Name of Immediate Supervisor

     
	Department / Division

     


	Full Name of Nominee

     
	Employee ID (if known)
     

	Daytime Phone

     
	Email Address

     

	Name of Immediate Supervisor

     
	Department / Division

     


Team Nominees Page  FORMDROPDOWN 
 of  FORMDROPDOWN 
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FORM 5-A:  SUPPORTING DOCUMENTATION

Please list all documents you are including with your nomination form.  Make and complete additional copies of this form if number of documents exceeds number of spaces available.      

	Doc. #
	Document Title or Description

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


Supporting Documentation Page  FORMDROPDOWN 
 of  FORMDROPDOWN 
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