








I. GENERAL

The Housekeeping Services Award for Excellence is a program designed to recognize, on a quarterly basis, non-supervisory members (to include Lead Workers) of the Housekeeping Services Staff from each of the departmental areas: Academics (to include Student Health), Residence Halls (to include the Student Recreation Center), and the Health Sciences Campus/School of Medicine. Beginning 2010, Housekeeping Services administration including Director, Managers, and Administrative Support Associates are recognized through the Campus Operations Award for Excellence Program. For more information regarding staff recognized Campus Operations Award for Excellence Program see COSP 100-0068. Staff members are to be recognized for performance beyond the call of duty in one of the following categories: Service, Leadership, Ambition, or Spirit.  Basis for nomination should have occurred during the preceding quarter.  Staff members may be nominated by directors, managers, supervisors, peers, or themselves.  The awards will be presented during the months of January, April, July, and October.  The aforementioned award categories are defined as follows (ref: Centennial Awards for Excellence formerly the Chancellor’s Award for Excellence):

A. Service – service is defined as excellent or exceptional service to the institution over a sustained period of time with attention to a devotion to duty and an awareness of the importance of public service.

B. Leadership – leadership is defined as persons having provided servant leadership in a particular task, set of tasks, or for a particular activity that represents an understanding and respect for accomplishment against challenges and performed with resolve, perseverance, and/or an appreciation for inclusion. 

C. Ambition – ambition is defined as an innovative or entrepreneurial mindset in terms of task accomplishment, of critical analysis that defies the conventional wisdom, and/or action that leads to a product or creation that is beneficial to the larger community. 

D. Spirit – is defined as that sense of being that embodies an enthusiasm for the purpose, mission and belief in the institution and that acts on that enthusiasm for the benefit of East Carolina.  Examples include various acts including those of safety and heroism, exemplary and/or distinctive behaviors of human relations, acts of kindness, etc.

II. PURPOSE

The purpose of this FSSP is to assign responsibility and establish policy and procedures for the award of the Housekeeping Services Awards for Excellence.
III. NOMINATION PROCESS

A. The Academics departmental area shall submit at least two (2) nominees each quarter.  The other departmental areas shall submit at least one (1) nominee each quarter.

B. Of the nominees submitted, four (4) nominees shall be selected for the award, two from Academics and one from each of the other departmental areas.

C. In the case where one of the departmental areas fails to submit the minimum required number of fully eligible nominees, the award may be awarded to an additional fully eligible nominee from one of the other departmental areas.  The award to an additional nominee from a particular area is subject to the vote of the Housekeeping Services Employee Advisory Committee (HKSEAC), based on the review of the nomination forms.  The award shall not be awarded for the sake of being awarded.

D. Nominations may be submitted by Housekeeping Services director, managers, supervisors, or fellow employees through the completion of the Housekeeping Services Award for Excellence Nomination Form (FSSP 35-0016.1).  Self-nominations may also be submitted through the completion of the Housekeeping Services Award for Excellence Nomination Form.  

E. The Housekeeping Services Award for Excellence program is designed to recognize an individual’s performance beyond the call of duty in one of the aforementioned categories.  Nominations for more than one person shall not be submitted on the same form.  Group performance beyond the call of duty should be submitted for recognition through the Centennial Awards for Excellence formerly the Chancellor’s Synergy Award program.   

F. Nomination forms shall be submitted to the Director of Housekeeping Services no later than one (1) week prior to the Housekeeping Services Employee Advisory Committee (HKSEAC) meeting at which selections will be made.  The Director shall screen nomination packages to ensure nominees meet the eligibility criteria and forward those nominations that meet the eligibility criteria to the HKSEAC via the Facilitator or his/her designee.

IV. ELIGIBILITY CRITERIA

The nomination form requires the signature of the Director verifying the nominee meets the following eligibility criteria:

A. Nominee must be a full-time employee or permanent part-time employee.
B. Nominee must have completed their probationary period.

C. Nominee must have no documented disciplinary actions against them within the preceding 18 months or have disciplinary actions pending.

D. Prior to the Fourth Quarter 2007 awards, nominee cannot have won the Housekeeping Services Award for Excellence within the preceding 12 months.   At the request of the Housekeeping Services Employee Advisory Committee (HKSEAC), nominee cannot have won the Housekeeping Services Award for Excellence within the preceding 24 months with the Fourth Quarter 2007 awards. For example, an employee that received the Housekeeping Services Award for Excellence for the third quarter of 2005 would be eligible again for the fourth quarter 2007.
V. RESPONSIBILITIES

A. The Director of Housekeeping Services or his/her designee shall screen all nominations to determine eligibility.

B. The Housekeeping Services Employee Advisory Committee (HKSEAC) shall act as the selection committee for this award. The HKSEAC shall select four (4) award recipients, two representing Academics and one representing each of the other departmental areas, from the fully eligible nominees submitted from the respective departmental area. 

C. The Facilitator or his/her designee shall prepare a separate ballot for each departmental area prior to the meeting.  At the meeting, the Facilitator or his/her designee shall read each nomination form and distribute ballots with a copy of each nomination form to the members present.  The Chair of the Housekeeping Services Employee Advisory Committee (HKSEAC) shall vote in the event of a tie.  Selection shall be made by secret written ballot with no open discussion.  Once votes are cast, the members shall return the completed ballots and the copies of the nomination forms to the Facilitator or his/her designee.  The votes shall be counted openly at the meeting by the Facilitator or his/her designee.  The nominee(s) with the highest number of votes among the other nominees of the respective departmental areas shall be declared the award recipient for the respective departmental area.  

D. In the event that only the minimum required number of fully eligible nominees from a departmental area are submitted, the nominee(s) shall be recognized as the award recipient(s) without need for a confirming vote. The Facilitator shall read the nomination form(s).  The Facilitator or his/her designee shall declare the nominee(s) as the award recipient.  Under unusual circumstances, a challenge may be made by the Committee and subsequently a motion to withhold the award may be voted upon.    

E. The minutes shall include the names of all the nominees and the award recipients by departmental area. 

F. If a member of the Housekeeping Services Employee Advisory Committee (HKSEAC) is nominated for the award, he/she shall be removed from the selection process for his/her assigned departmental area.  A nominated Committee member shall not be permitted to vote for the award recipient from his/her assigned departmental area.  The Facilitator or his/her designee shall distribute the appropriate number of ballots for each departmental area based on the number of members present less any nominated Committee members.  A nominated Committee member shall participate in the voting process for all other departmental areas.
G. The Housekeeping Services Employee Advisory Committee (HKSEAC) shall set aside adequate time at meetings to screen nominations and make selections.

H. The Housekeeping Services Employee Advisory Committee (HKSEAC) shall select four (4) award recipients during the months of December, March, June, and September to be awarded during the following month by the Director of Housekeeping Services.

I. It is the responsibility of director, managers, supervisors, and Housekeeping Services Employee Advisory Committee (HKSEAC) members to promote the awards program throughout their departmental areas.

VI. AMENITIES

Award recipients will receive the following amenities:

A. Eight (8) hours off work to be taken, in whole, as a day off.  The hours awarded shall be used within twelve (12) months and may not be used for any purpose other than time away from work (It cannot be paid out as with overtime/comp time).  These hours SHALL NOT be credited to the employee’s leave or comp balance.  Time shall be used prior to exhausting any vacation leave and will be documented as follows:

1. Each departmental leave clerk shall be forwarded a memo awarding the time off to award recipient.  A copy of the memo shall also be sent to the award recipient, supervisor, manager, and director.

2. The employee’s supervisor shall sign the Leave slip (LR-4) and note that the eight hours taken was awarded through the Award for Excellence Program and forward it to the leave clerk.

3. The departmental leave clerk shall attach the signed Leave Slip to their copy of the memo and file it in the employee’s leave record as documentation of the award and use of the time off.

B. An individual certificate shall be presented to each award recipient denoting his/her award.

C. Award recipients that meet the eligibility requirements of the Centennial Awards for Excellence program shall be nominated for the annual Centennial Awards for Excellence, formerly the Chancellor’s Award for Excellence.

D. Treasured Pirate

1. Beginning with the First Quarter 2005 awards, the award recipients will also be recognized as Treasured Pirates through the Treasured Pirate Award Program sponsored by TIAA-CREF.  

2. Director, Resource Management for Campus Operations shall serve as “unit administrator” for Campus Operations and shall assume the following responsibilities:

a. Submitting Treasured Pirate Award nominations to Human Resources based on the nomination submitted for the Award for Excellence programs.   

b. Distributing Treasured Pirate Award certificates, etc. to recipients.

c. Establishing and maintaining a web site listing Campus Operations recipients of the Treasured Pirate Award.

d. Updating standard practices regarding Treasured Pirate Award.
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