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If you choose to implement any of the suggested programs in this guide, please contact your Employee/Labor Relations Specialist to ensure that you complete any labor obligations in advance of implementation.

[bookmark: _Toc8334596]Informal Recognition
[bookmark: _Why_is_Informal][bookmark: _Toc526987315][bookmark: _Toc532971820][bookmark: _Toc8334597]Why is Informal Recognition Important? 
[bookmark: _Toc528776637][bookmark: _Toc528776771][bookmark: _Toc529470241]Staff recognition is a highly effective and proven strategy for improving employee engagement.  Managers shouldn’t wait for that one special day of the year to recognize their employees. Deserved recognition should be in “real-time”- and this is only possible if employee recognition becomes part of an organization’s culture. It is an essential element to increasing retention, job satisfaction and productivity. 
[bookmark: _Toc528776638][bookmark: _Toc528776772][bookmark: _Toc529470242]Rewards and recognition can come in many forms... and all are appreciated!  Below are a several ideas for informal, day-to-day for your office’s or organizations consideration.
[bookmark: _Toc528776639][bookmark: _Toc528776773][bookmark: _Toc529470243]Simply put - If you have something positive to say... say it!

[image: ]
[bookmark: _Toc532971821][bookmark: _Toc8334598]
Thank You Program
Thank You Program Description:
A simple “Thank You” goes along way.  Thank staff for a job well done in a timely, specific, and sincere manner.  Design a “Thank you” card that can be used by peers and supervisors.  No selection process needed.  Simply customize a card and place it on a desk, monitor or in a mailbox.  See sample below.
Eligibility:
All employees. 
[image: ]



[bookmark: _Toc532971822][bookmark: _Toc8334599][image: ]Kudos Program
Kudos Program Description:
The administration of this program is intended to be as simple and user friendly as possible. Employees are encouraged to take a minute to recognize their fellow employees, and how they have met the organizations core values.  Any individual may submit a KUDOS Nomination Form to recognize an employee for their special effort or service.
Eligibility
All employees in organization.  
Nomination Details
Complete the nomination form and indicate the applicable Core Value.  Modify Core Values, as appropriate.
Core Values:
· Excellence: Strive for quality, excellence, and continuous improvement. Provide exceptional customer service; go beyond what is expected. 

· Integrity: Promote the highest standards of ethics, integrity, and transparency to instill trust among colleagues and customers. Be accountable for words and actions. 

· Diversity: Foster inclusion and cultural competence through an environment that is open and welcoming to diverse people, ideas, and perspectives. Show respect for others. 

· Collaboration: Build on the strengths of our people and partnerships. Seek out the experience and insight of colleagues. Be receptive and responsive to those seeking the same. 
[bookmark: _Toc8329150][bookmark: _Toc8334600]Award Selection Process
All nominations will be reviewed and judged by supervisors and managers. Once awardee is selected a certificate will be given to the awardee.


[image: ][image: KUDOS-logo]This KUDOS award program is intended to show immediate appreciation and recognition of individuals for exceptional contributions related to the core values of the organization. 
[bookmark: _Toc8329151][bookmark: _Toc8334601]Core Values

Excellence: Strive for quality, excellence, and continuous improvement.  Provide exceptional customer service; go beyond what is expected. 

Integrity: Promote the highest standards of ethics, integrity, and transparency to instill trust among colleagues and customers.  Be accountable for words and actions.    

Diversity: Foster inclusion and cultural competence through an environment that is open and welcoming to diverse people, ideas, and perspectives.  Show respect for others.

Collaboration: Build on the strengths of our people and partnerships.  Seek out the experience and insight of colleagues.  Be receptive and responsive to those seeking the same.   

[bookmark: _Toc8329152][bookmark: _Toc8334602]Nominee’s Name: 

[bookmark: _Toc8329153][bookmark: _Toc8334603]Core Value Nominated for:

[bookmark: Check1][bookmark: Check2][bookmark: Check3][bookmark: Check4]Excellence:|_|    Integrity: |_|    Diversity: |_|    Collaboration: |_|
What did this person do to prompt you to nominate her/him? Please be as specific as possible and provide examples. 	







[bookmark: _Toc8329154][bookmark: _Toc8334604]Submitter’s Name: 


Thank you for taking the time to give KUDOS!!!

[image: ]Sample Certificate
[bookmark: _Toc532971823][bookmark: _Toc8334605]Employee of the Month Awards Program 
[bookmark: _Toc8329156][bookmark: _Toc8334606]Employee of the Month Award Program Description:
This award is recognizing individual employees for exceptional performance and exemplary actions demonstrated by efficient and courteous service.  
· Exceptional performance includes work factors such as quality, productivity, timeliness, cost reduction, or improved service to the public; or 

· Exemplary actions include special projects, overcoming unusual and /or difficult circumstances, or problem-solving using extraordinary methods or insight. 

· Other: In addition to the examples listed under exceptional performance and exemplary actions, employees may be recognized for demonstrated efficient and courteous service, unusual initiative in developing new approaches or procedures, innovations that improve effectiveness, creative work on a specific project, efforts beyond the call of duty and beyond the scope of the position, compassion and caring that exceed expectations, and acts of courage or heroism. 
[bookmark: _Toc8329157][bookmark: _Toc8334607]Eligibility:
Open to all career and career type (Schedule A and B) employees, GS-13 and below
Open to all Commissioned Corps Officers, C-04 and below
Only individuals are eligible – no groups
[bookmark: _Toc8329158][bookmark: _Toc8334608]Selection Process:
· A narrative describing the employee’s accomplishment(s) must be included in the nomination. The narrative should support the award justification and be at least two paragraphs, but no more than one page. The justification should be based on the award criteria.  
· The nominator is responsible for submitting nominations.
· Supervisors must approve the nominations. Nominations may be made by any employee.  
· All nominations are reviewed/voted on by the Awards Committee.


[bookmark: _Hlk533071526][bookmark: _Toc8329159][bookmark: _Toc8334609]Sample Award Nomination Form
“Title of Award” Nomination Form
Nominee:  ____________________________________________________________________________
Nominator:  ___________________________________________________________________________
Time Frame of Exceptional Service:  ____________________________________________________
Division/Office:  _______________________________________________________________________
Justification:  ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________		____________________
Nominating Official’s Signature 				Date

_________________________________________		____________________
Nominee’s Supervisor Name and Signature		            Date

_________________________________________		____________________
Approving Official Name and Signature			Date
[bookmark: _Toc532971824][bookmark: _Toc8334610]
Above and Beyond the Call of Duty 
[bookmark: _Toc8329161][bookmark: _Toc8334611]Above and Beyond the Call of Duty Award Description:
The intent of this award is to recognize employees who make valuable contributions which are above and beyond their formal job duties.  This award is not intended to replace or supplement performance awards which might have already been recognized in other ways.
[bookmark: _Toc8329162][bookmark: _Toc8334612]Eligibility:
All employees in organization.  Nominee must have had one or more years of service.
Prior year’s recipients are not eligible.
[bookmark: _Toc8329163][bookmark: _Toc8334613]Nomination Details:
Complete the nomination form.
1. Nominee’s full name, organization, and position title.
2. Nominee can be nominated by one or more of their co-workers.
3. Justification required
4. Show how nominee has gone above and beyond their formal, identified job duties to exceed the needs of the organization or Above and Beyond the Call of Duty.
5. Show how the nominee reflects excellence in service with compassion, vision, and integrity.
6. Show how the nominee recognizes and acknowledges that attitudes and actions are important and affect the clientele of the organization as well as co-workers.
[bookmark: _Toc8329164][bookmark: _Toc8334614]Award Selection Process:
Nominations could come from anyone.  All nominations will be reviewed and judged by managers and supervisors.  Once selected a letter of recognition will be sent to all awardees.  A certificate could be presented at a staff meeting.


[bookmark: _Toc8329165][bookmark: _Toc8334615]Above and Beyond the Call of Duty Nomination Form

	Nominee’s Name:
	Oﬃce: 


This award recognizes employees who make valuable contributions which are above and beyond their formal job duties.  Please provide a justification which describes how the nominee has gone above and beyond their formal, identified job duties to exceed the needs of the organization, how the nominee reflects excellence in service with compassion, vision, and integrity, and how the nominee recognizes and acknowledges that attitudes and actions are important and affect the clientele of the organization as well as co-workers.
Justification:
		

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	







[bookmark: _Hlk533071597][bookmark: _Toc8329166][bookmark: _Toc8334616]Sample Certificate
[image: ]
[bookmark: _Toc532971825][bookmark: _Toc8334617]Administrative Achievement Awards Program
[bookmark: _Toc8329168][bookmark: _Toc8334618]Administrative Achievement Awards Program Description:
This award is to recognize the professional, outstanding, and innovative administrative achievements which contributes to the organizations goals and needs.
[bookmark: _Toc8329169][bookmark: _Toc8334619]Eligibility:
All employees in organization are eligible.
[bookmark: _Toc8329170][bookmark: _Toc8334620]Nomination Details (must meet one or more of the below criteria):
· Improve current processes.
· Enhance the community’s productivity.
· Meet one of the Core values (Excellence, Integrity, Diversity, and Collaboration).
· Positively impact the office/work unit.
[bookmark: _Toc8329171][bookmark: _Toc8334621]Award Selection Process:
All nominations will be reviewed and judged by supervisors and managers. Once awardee is selected a certificate will be given to the awardee.


[bookmark: _Toc8329172][bookmark: _Toc8334622]Administrative Achievement Awards Nomination Form
	Nominee’s Name:
	Oﬃce: 


This award recognizes the Administrative Achievements which contribute to the organizations goals and needs. 
Improve a current Process:
	

	

	

	

	

	


Enhance the community’s productivity: 
	

	

	

	

	

	

	


Meets one of the Core Values (Excellence, Integrity, Diversity, and Collaboration): 
	

	

	

	

	

	


Positively impacts the office/work unit: 
	

	

	

	

	

	

	


[bookmark: _Toc532971826][bookmark: _Toc8334623]Additional examples of day-to-day recognition
· Post-It Recognition – Using a Post-It, post a letter of praise on the employee’s office door, desk, or workstation.  This could be from a supervisor or peer to peer.
· Appreciation Breakfast – Host a breakfast.  This would be sponsored by a manager; no federal funds could be used.
· Appreciation Lunch – Host a lunch break. This would be sponsored by a manager; no federal funds could be used.  (ex. Pizza party)
· Opportunity to have lunch with senior staff member.  
· Opportunity to attend high level meetings.
· Email Recognition Blast – Send an email to your office detailing the employee’s contribution and copy the employee receiving the recognition on the email.  
· Hold up an applause sign at the next staff meeting after you mention your employee's successes.
· Off-site day- Take the whole team to work off site for the day — work at cafes, libraries, or anywhere with Wi-Fi.
· Rotating trophy- Find a fun trophy that you can pass around the office. Give it to an employee who has exemplified one of your organizational values and let them keep it on their desk for a week. The following week, let that employee hand it off to one of their peers who has done the same.
· Surprise treats- After an employee has left for the day, stick a candy bar, their favorite snack, or treat in their desk drawer.
· Wall of fame- Snap photos of your employee’s accomplishments or take candid shots of them hard at work. Celebrate their contributions by creating a collage highlighting their hard work!
[bookmark: _Toc8334624][bookmark: KudosNominationForm]
Formal Recognition
[bookmark: _Toc8334625]Why is Formal Recognition Important?
Staff recognition is a highly effective and proven strategy for improving employee engagement.  If employee recognition becomes part of an organization’s culture it can in increase retention, job satisfaction and productivity. Formal types of recognition are typically a structured program whereby staff members know exactly what awards they are working for.  More formalized arrangements are also much more likely to be driven by management, specific timelines and with senior decisions about who receives what and when, incorporating the organization’s culture and values.  Below are several ideas for formal awards programs for your organizations consideration.
[image: ]

[bookmark: _Toc531082304][bookmark: _Toc8334626]Civil Service Honor Awards Program 
[bookmark: _Toc531082305][bookmark: _Toc8334627]Civil Service Honor Awards Program Description:
This award program is designed to celebrate the achievements of employees or groups of employees who demonstrate exceptional behavior/actions within the Agency during the award period
[bookmark: _Toc8329178][bookmark: _Toc8334628]Civil Service Awards:
· Lifetime Achievement Award
· Distinguished Service Award
· Award for Innovation
· Award for Collaboration
· Award for Fostering Relationships
· Award for Equal Opportunity Achievement
· Humanitarian Award
· Special Citation
· Administrative Professional Achievement Award 
· Citation for Outstanding Group Performance
· Rising Star Award
[bookmark: _Toc531082306][bookmark: _Toc8329179][bookmark: _Toc8334629]Eligibility:
All FTE employees are eligible. See award descriptions for additional eligibility requirements. 
[bookmark: _Toc531082307][bookmark: _Toc8329180][bookmark: _Toc8334630]Selection Process:
· An award nomination form is submitted, clearly stating how the nominee demonstrated exceptionalism. See individual awards for additional specific criteria below.
· All nominations are reviewed/voted on by the department leadership.
[bookmark: _Toc531082308][bookmark: _Toc8329181][bookmark: _Toc8334631]Guidance for Writing Nominations:
Proper recognition for accomplishments is key to promoting outstanding work within the workplace.  Formal awards are often established to recognize employees of high achievement who have made significant contributions to the mission of the Agency. 
To encourage a diverse pool of nominees from throughout the all organizational levels, managers and supervisors should broadly distribute the nomination guidelines and should encourage and accept nominations from peers, team members, team leaders, supervisors, and internal customers.
All organizational units’ approved award nominations must be rank ordered by category and submitted by Awards Coordinator no later than the indicated due date by email. This includes entering all the data into the Honor Awards tracking system.
Any group award nominations that have group members from another organizational unit other than the nominating program must have the nomination approved by each Associate Administrator/Office Director of the relevant unit prior to committee review. OHR will assist in this approval.
Each program should establish their own internal due date for nomination submissions to the Awards Coordinator. The program due date should allow enough time for the Associate Administrators and/or Office Directors to review and approve the award nominations and their rank order.
[bookmark: _Toc531082309][bookmark: _Toc8329182][bookmark: _Toc8334632]Group Awards:
When submitting nominations for employees in a group award, if you have group members from both Civil Service and Commissioned Corps, it is required that you submit both a civilian group award nomination justification and a separate equivalent Commissioned Corps unit group award nomination narrative for the officers. The titles on both nomination forms should be the same.
[bookmark: _Toc531082310][bookmark: _Toc8329183][bookmark: _Toc8334633]Writing Civil Service Awards:
Well-written award justifications are important. Justification guidance, formatting tips, and examples are provided below.
[bookmark: _Toc8329184][bookmark: _Toc8334634]Justification:
Award justifications should demonstrate one or more of the following:
· Describe the accomplishment(s) and how it has exceeded expectations or how the accomplishment(s) has gone above and beyond normal job performance expectations or went beyond the scope of the individual’s/group’s position or duties. The accomplishment(s) should be specific as to the actions, tasks, and strategies that demonstrate how the nominee’s achievement exceeded that of what was expected or how it went above and beyond his/her expected daily duties and responsibilities.
· Illustrate exemplary leadership, vision, commitment, and personal judgment or expertise in unusual circumstances leading to a successful outcome.
· State the mission/service/public health impact or significance of each accomplishment in non-technical language.
Additionally, the award justification should have the following characteristics:
· Highlight displays of leadership, commitment, expertise, perseverance, sustained action, innovation, visibility, unusual or uncommon levels of service or performance, significant outcomes, results, and/or clearly demonstrate the impact of the accomplishment(s).
· Describe fully how the results of these efforts were distinctly beneficial to the Agency.
· Describe how the nominee met the general specific criteria for the award being considered (e.g. major public health impact, mid-career growth above the grade level, etc.), and the period covered by the nomination.
· Demonstrate accomplishment of the stated criteria for the award.
[bookmark: _Toc8329185][bookmark: _Toc8334635]Formatting:
Award justification formatting must follow these guidelines by the due date:
· Must be in font size and type specified by your Agency.
· Justification must fit into allotted space on form.
· Be in portrait layout.
· Rank order needs to be notated on each nomination approved and signed by the Associate Administrator/Office Director.
· Include the awardees name, the award type for which they are being nominated, and the period covered by the nomination.
· Use concise and direct language that clearly describes the actions and impact. Accomplishments should not be embellished with a great deal of superlatives. Use active verb tense. Use direct and simple language and no acronyms.
· Use a narrative or paragraph format. Avoid use of a resume or chronology format.
· Avoid extraneous facts.
· Include a “citation”, which is a concise summary of the justification. This citation should succinctly summarize why the awardee is being honored and must not exceed 25 words.
· [image: ]If submitting a group award nomination, you must attach a second page with the group members’ names, positions/titles, grades, and organizational unit of each group member. 
[bookmark: _Toc531082311][bookmark: _Toc8334636]Formal Awards Presented by the Administrator/Director/Agency Leader
[bookmark: _Toc8334637]Lifetime Achievement Award
[bookmark: _Toc8329187][bookmark: _Toc8334638]Description:
This award recognizes an individual for significant accomplishments throughout a lifetime of outstanding contributions in public service.
[bookmark: _Toc8329188][bookmark: _Toc8334639]Eligibility:
Any federal civilian employee who has at least 20 years of federal service. Groups of employees are not eligible for this award.
[bookmark: _Toc8329189][bookmark: _Toc8334640]Criteria: 
This is a lifetime achievement award. The justification must show how the individual’s accomplishments over their federal career have made outstanding contributions to support the mission of the Agency.
[bookmark: distinguishedServiceAward][bookmark: _Toc531082312][bookmark: _Toc8334641]Distinguished Service Award
[bookmark: _Toc8329190][bookmark: _Toc8334642]Description:
This award recognizes an individual who has provided extraordinary service and significant contributions to the Agency.
[bookmark: _Toc8329191][bookmark: _Toc8334643]Eligibility:
Any federal civilian employee who has at least five years of federal service with the Agency. Groups of employees are not eligible for this award.
[bookmark: _Toc8329192][bookmark: _Toc8334644]Criteria: 
The justification for this award must show how the individual has made a significant contribution to Agency’s mission over a sustained period.
[bookmark: _Toc531082313][bookmark: _Toc8334645]Award for Innovation
[bookmark: _Toc8329193][bookmark: _Toc8334646]Description:
This award recognizes employees whose innovations have resulted in improvements in the work of the Agency. 
[bookmark: _Toc8329194][bookmark: _Toc8334647]Eligibility: 
Any federal civilian employee or group of employees whose contributions well exceed the employees’ typical responsibilities. 
[bookmark: _Toc8334648]Criteria: 
Nominated innovation must be an improvement or increase in one or more of the following: 
· Efficiency 
· Quality 
· Cost Savings and/or 
· Enhancement in the culture or climate of the Agency (e.g. improved communication). 
· The narrative should: 
· Explain the nature of the innovation. This explanation should be clear to allow the reviewer to understand what the innovation is and what it does. 
· Explain the risks taken or hurdles overcome to make this innovation successful. 
· Cite the specific improvement that has resulted from the innovation. Explain the improvement using quantitative and/or qualitative data. For example: 
· The current or potential cost savings in dollars and/or FTE 
· The improvement in the quality of a product or service, such as higher quality of analysis, improved correspondence, benefit to a community 
· The reduction in the number of steps in a process 
· How timeliness was enhanced without loss of quality
[bookmark: _Toc531082314][bookmark: _Toc8334649]Award for Collaboration
[bookmark: _Toc8334650]Description:
This award recognizes employees whose collaborative efforts have resulted in improvements in the work of the Agency.
[bookmark: _Toc8334651]Eligibility: 
Any federal civilian employee or group of employees whose contributions well exceed the employees’ typical responsibilities.
[bookmark: _Toc8334652]Criteria: 
Nominated collaborative efforts must represent an improvement or increase in one or more of the following:
· Public Health
· Efficiency
· Quality
· Cost Savings and/or
· Enhancement in the culture or climate of the Agency (e.g. improved communication).
· The narrative should:
· Explain the collaborative partners (Bureau/Office/Center/Area/Region Agency, HHS, etc.)
· Explain the outcome of the collaborative effort. This explanation should be clear to allow the reviewer to understand the success of the collaboration.
· Explain any risks taken or hurdles overcome to make this successful.
· Describe the specific improvement that has resulted. Explain the improvement using quantitative and/or qualitative data. For example, this could include:
· The current or potential cost savings in dollars and/or FTE
· The improvement in the quality of a product or service, such as higher quality of analysis, improved correspondence, benefit to a community
· The reduction in the number of steps in a process
· How timeliness was enhanced without loss of quality
[bookmark: _Toc531082315][bookmark: _Toc8334653]Award for Fostering Relationships
[bookmark: _Toc8334654]Description:
This award recognizes service that has significantly advanced the Agency mission, goals and priorities through fostering relationships. This award is designed to recognize innovation and exceptional performance and/or exemplary actions resulting in quality service to patients and their families, colleagues/other units or departments, and/or partners of the Agency.
[bookmark: _Toc8334655]Eligibility: 
All Agency employees or team of employees, including contractors. Teams may consist of employees from the same organizational unit/program or from several different Agency programs.
[bookmark: _Toc8334656]Criteria:
· An act of outstanding service that clearly required an in-depth understanding of the needs of the individuals or groups served by the Agency mission.
· An achievement that demonstrates a technical understanding, capability, and imagination to devise creative solutions to challenging problems confronting our stakeholders.
· Instances or situations where the nominated individual or team has gone beyond expectations to serve our stakeholders and/or service to colleagues/or other units or departments: 
· Fully understand a situation
· Seek out an effective way to address needs
· Follow up to ensure that the needs have been met
· Instance of promoting self-care (relationship to self)
· Performance should clearly exceed expectations
[bookmark: _Toc531082316][bookmark: _Toc8334657]Award for Equal Opportunity Achievement
[bookmark: _Toc8334658]Description:
This award recognizes an employee or group of employees who actively and effectively provide leadership and service to achieve significant advancement in equal opportunities and/or diversity in the Agency workplace or workforce.
[bookmark: _Toc8334659]Eligibility: 
Any federal civilian employee or group of employees whose contributions well exceed the employees’ typical responsibilities and the Agency’s existing EEO rules, regulations, and policies.
[bookmark: _Toc8334660]Criteria: 
The nominee(s) must have demonstrated measurable benefit of a superior nature in one or more of the following:
· Sustained leadership and committed actions resulting in significant increases in opportunities for minorities or protected classes of employees, and which promote a diverse workforce;
· Leading the development or accomplishment of innovations or initiatives that have significant impact on the active promotion of equal employment opportunity, affirmative employment, or diversity, or contribute to the Agency’s strategic plan;
· Demonstrate exceptional leadership or program development to recruit, place, and/or advance employees and individuals in protected classes, minorities, women, or those who are differently challenged in the workplace or its components. Achievements must have had a positive and measurable impact on advancing workforce diversity and equal opportunity; and/or
· Led or developed unique partnering or collaboration efforts in support of EEO goals by direct involvement and encouragement of others in affirmative action plan development and implementation of internal and external activities and functions including community outreach.
[bookmark: _Toc531082317][bookmark: _Toc8334661]Humanitarian Award
[bookmark: _Toc8334662]Description:
This award was established to recognize the individual or group of employees who has shown a concern for helping to improve the welfare of others, either at work or through volunteerism. The individual(s) has shown a commitment and dedication to improving the quality of life for individuals or communities.
[bookmark: _Toc8334663]Eligibility:
Any federal civilian employee or group whose accomplishments have exceeded expectations and/or has made an exceptional contribution to the community outside of work.
[bookmark: _Toc8334664]Criteria: 
The nominee must have demonstrated measurable benefit of a superior nature in one or more of the following:
· Decidedly noteworthy federal career and service, upholding career duties in an exemplary manner and serving as a model of caring for others;
· Distinctly motivated in effecting a change for the betterment of underserved communities;
· Demonstrated superior levels of commitment, dedication, and perseverance in volunteerism efforts, resulting in a significant impact for the community;
· Addressed a community need through volunteer efforts to help improve the well-being of the nation; and/or
· Exemplified the mission and goals of Agency in daily work duties, as well as in volunteer service with the public.
[bookmark: _Toc531082318][bookmark: _Toc8334665]Special Citation Award
[bookmark: _Toc8334666]Description:
This award recognizes an employee who provided a specific outstanding achievement that has resulted in a substantial benefit to the Agency.
[bookmark: _Toc8334667]Eligibility: 
Any federal civilian employee whose contributions well exceed the employee’s typical responsibilities. Groups of employees are not eligible for this award.
[bookmark: _Toc8334668]Criteria: 
The nominee provided significant specific measurable accomplishment of outstanding benefit in two or more of the following:
· Unusually effective handling of the cited achievement, such as distinct advancements in a specific project, program, or management that benefits Agency and/or substantially exceeds Agency or industry standards;
· Developing, creating or using innovative methods, management, or use of technologies and/or resources that resulted in a specific exceptional outcome for the Agency;
· Specific exceptional result(s) can be measured in significant increase in productivity, increase in efficiency, cost savings; or actions or outcomes have resulted in significant or exceptional recognition, visibility, or notable benefit for the Agency or its mission;
· Specific achievement(s) that serve as a model for the future; and/or
· Extraordinary success for cited outcome while overcoming unusual challenging circumstances.
[bookmark: _Toc531082319][bookmark: _Toc8334669]Administrative Professional Achievement Award
[bookmark: _Toc8334670]Description:
This award recognizes administrative professionals whose achievements demonstrate exceptional success above his or her grade level or experience and demonstrates personal initiative that stretches the employee’s capacities and potential for further growth.
[bookmark: _Toc8334671]Eligibility: 
Any federal civilian administrative professional at the GS-12 level or below whose contributions well exceed the employee’s typical responsibilities. Groups of employees are not eligible for this award.
[bookmark: _Toc8334672]Criteria: 
The individual’s performance and contribution(s) to the component where he or she is assigned must demonstrate superior, measurable benefit to the component and to the Agency in one or more of the following:
· Demonstration of outstanding personal initiative, collaboration, resourcefulness, and persistence in accomplishment of cited achievement(s) beyond normal expectations;
· Proficiency in organizing a project or activity toward the cited achievement by directing tasks and goals toward meeting challenges; and accomplishing such tasks by either innovative or creative means, adapting to changing priorities, or demonstrating leadership to assure maximum level of achievement;
· Demonstration of excellence in handling or directing an activity or project, which was met with uncommon success and contributed overall to the employee’s organizational unit or the Agency;
· Demonstrates unusual skill, diplomacy, foresight, or enterprise to complete a broad job or complex task or significant accomplishment that benefits the work unit or the Agency; and/or
· Positively influence or impact the work unit or the Agency through creating or developing unique solutions to solve problems, enhance or improve operations.
[bookmark: _Toc531082320][bookmark: _Toc8334673]Citation for Outstanding Group Performance
[bookmark: _Toc8334674]Description:
This award recognizes and honors a group of employees who provided a specific outstanding achievement that has resulted in a substantial benefit to the Agency.
[bookmark: _Toc8334675]Eligibility: 
Any discrete work unit, task force, team, or other collective working group of federal civilian employees. 
This group can include staff from the Commissioned Corps; however, their awards will be made pursuant to the Commissioned Officers Award Program policy, and the nomination must specify which group award is being submitted for the Commissioned Corps officer – Outstanding Unit Citation (higher level) or Unit Commendation.
Each group member must have provided a significant and/or outstanding contribution toward the cited achievement.
[bookmark: _Toc8334676]Criteria: 
The group’s activities must have demonstrated benefits in one or more of the following:
· Unusually effective handling of a specific project or program that substantially benefits Agency and substantially exceeds Agency or industry standards;
· Specific exceptional result (s) can be measured in significant increased productivity, increased efficiency, cost savings, and/or economy of operations to Agency; or actions or outcomes have resulted in significant or exceptional recognition, visibility, or benefit for the Agency or to its strategic plan;
· Specific achievement (s) serve as a model of excellence;
· Extraordinary success for cited outcome while overcoming unusual challenging circumstances; and/or
· Developing, creating or using innovative methods, management, or use of technologies and/or resources that have resulted in a specific notable or exceptional outcome for the Agency.


[bookmark: _Toc531082321][bookmark: _Toc8334677]Sample Civil Service Award Nomination Form
1. Award Category:
2. Nominator Name/Title
3. Employee or Group Name (For group awards, attach a list with employee’s names):
4. Bureau, Position Title, Series, Grade (For group awards, include this information on above attachment):
5. Nominated employees are from outside of the nominating Bureau/Office Duty Station:
6. Citation (NTE 25 words):
7. Justification (NTE Allotted Space Below):
Rank Order:  ____of____  	
Approved and signed by Associate Administrator/Office Director:
[bookmark: _Toc531082322][bookmark: _Toc8334678]Rising Star Award  
[bookmark: _Toc8334679]Description:
This award is to recognize new employees who clearly exhibit two, or more, of the Agency’s core values. The Rising Star Award acknowledges motivated and developing professionals who proactively pursue professional development opportunities while quickly adjusting to new responsibilities.
[bookmark: _Toc8334680]Eligibility: 
All FTE employees who have joined the Agency within the last two years are eligible. Senior Leadership members are not eligible for this award.
[bookmark: _Toc8334681]Criteria: 
The nominee must have demonstrated measurable outstanding performance of a superior nature in one or more of the Agency’s core values. Examples of these include:
· Demonstrating outstanding personal initiative; striving for quality, excellence, and continuous improvement; providing exceptional customer service; going beyond what is expected.
· Proficiency in organizing a project or activity toward the cited achievement by building on the strengths of our people and partnerships. Seeking out the experience and insight of colleagues; being receptive and responsive to those seeking the same;
· Fostering inclusion and cultural competence through an environment that is open and welcoming to diverse people, ideas, and perspectives. Showing respect for others;
· Promotion of the highest standards of ethics, integrity, and transparency to instill trust among colleagues and customers; being accountable for words and actions.
[bookmark: _Toc531082324][bookmark: _Toc531082323][image: ]

[bookmark: _Toc8334682]Executive Oﬃce Rising Star Award – Nomination Form
	[bookmark: Nominee’s_Name:]Nominee’s Name:
	[bookmark: Office:]Oﬃce:


The nominee clearly exhibits at least 2 of the core values (excellence, integrity, diversity, and collaboration), while proactively pursuing professional development opportunities and adjusting quickly to new responsibilities within the Executive Office. Below are examples (please provide at least 3-4 sentences for at least 2 each core values):
Excellence: Strive for quality, excellence, and continuous improvement. Provide exceptional customer service; go beyond what is expected.
Integrity: Promote the highest standards of ethics, integrity, and transparency to instill trust among colleagues and customers. Be accountable for words and actions.
Diversity: Foster inclusion and cultural competence through an environment that is open and welcoming to diverse people, ideas, and perspectives. Show respect for others.
Collaboration: Build on the strengths of our people and partnerships. Seek out the experience and insight of colleagues. Be receptive and responsive to those seeking the same.
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[bookmark: _Hlk533075303][bookmark: _Toc8334683]Sample Certificate
[image: ]
[bookmark: _Toc531082325][bookmark: _Toc8334684][bookmark: _Toc531082326]Public Health Service (PHS) Commissioned Corps Honor Awards Program 
[bookmark: _Toc531082327][bookmark: _Toc8334685]Description:
This award program is designed to celebrate the achievements of employees or groups of employees who demonstrate exceptional behavior/actions within the Agency during the award period
[bookmark: _Toc8334686]Commissioned Corps Awards:
Individual Awards
· Distinguished Service Medal 
· Meritorious Service Medal 
· Outstanding Service Medal
· Commendation Medal 
· Achievement Medal
· Citation
Unit Awards
· Outstanding Unit Citation 
· Unit Commendation
[bookmark: _Toc531082328][bookmark: _Toc8334687]Eligibility:
All active duty PHS Commissioned Corps and Department of Defense (DoD) officers are eligible for PHS awards. All DoD officers must be approved by the DoD Liaison Officer prior to receiving a PHS award. All Commissioned Corps officers must also meet the following requirements. 
· Be in compliance with the Corps licensure policy as outlined in Commissioned Corps Instruction, CC27.1.1, “Professional Licensure/Certification”
· Have a satisfactory Commissioned Officers’ Effectiveness Report (COER) on file for each year covered by the recognition. All COERs on file for the period covered by the recognition must have a rating of satisfactory under Section Part II, d. In addition, the most recent COER must be on file and have a satisfactory rating.
· Have no suspensions of favorable personnel actions including pending or ongoing adverse actions 
[bookmark: _Toc531082329][bookmark: _Toc8334688]Selection Process:
Each recommendation for an individual or unit honor award must be formally initiated within 13 months after the noteworthy act or specific period of service. All nominations should have at least one level of Supervisory / Line Authority review and endorsement. Please utilize digital/electronic signatures whenever possible. 
[bookmark: _Toc531082330][bookmark: _Toc8334689]Nomination Procedures:
Contact your Agency Awards Coordinator or Agency Commissioned Corps Liaison to determine the procedure for submission of Commissioned Corps Honor Award nominations.
[bookmark: _Toc531082331][bookmark: _Toc8334690]Guidance for Writing Nominations:
The narrative cannot exceed two single spaced typed pages. Use block paragraphs and 1” margins, with double-spacing between sections. Bullets are encouraged when they provide clarity without losing the meaning in any section. Use Times New Roman 12-point style. If the Times New Roman font is unavailable for your use, use a comparable font. 
[bookmark: _Toc531082332][bookmark: _Toc8334691]The narrative should address the following areas: 
[bookmark: _Toc531082333][bookmark: _Toc8334692]Introduction: 
Include an introductory paragraph that describes the general criteria for the award being considered (e.g., continuous leadership, major public health impact, etc.) and the period covered by the nomination. Ensure it matches the period covered on the nomination form. 
[bookmark: _Toc531082334][bookmark: _Toc8334693]Background: 
Provide some pertinent background to give the nomination reviewers perspective on the issue and any prior or mitigating circumstances. State clearly the aspects of the project or activity. Include how and when the project or activity started as well as any potential goals. When relevant, this section should also identify the nominee’s regular duties and how the accomplishments (stated below) are outside the expectations of the position. 
[bookmark: _Toc531082335][bookmark: _Toc8334694]Accomplishments: 
Write from an objective and factual perspective. This section should address the following questions: 
· What was considered “above and beyond” or “exceptional” in relation to the officer’s expected scope or responsibility in the position relative to his or her respective rank? 
· Why are the achievements deserving of recognition? 
· What were the specific outcomes and impact that were directly attributable to the actions of the officer(s) on the project (impact to the Commissioned Corps in general, the Nation, etc.)? How were the potential goals met? Utilize facts, data and dates whenever possible. 
[bookmark: _Toc531082336][bookmark: _Toc8334695]Impact: 
Clearly and concisely state how the outcomes and impact of the specifically attributable accomplishments affected the project, etc. Utilize facts, data and dates whenever possible to assist in demonstrating the impact of a nomination. Use a chronological order to assist in clarity. 
[bookmark: _Toc8334696]Conclusion: 
Summarize the importance of the project, accomplishment, or activity. 
[bookmark: _Toc531082337][bookmark: _Toc8334697]Helpful Suggestions: 
Review the award levels and their requirements prior to writing the award narrative. Do not assume that if you write for a higher-level award that it will be downgraded. Reviewers appreciate an award that is written at the appropriate level! 
· Do not use future tense (e.g. “will accomplish”, “may affect”, etc.). If you are unable to adequately measure or document outcomes and impact, it is better to delay nomination until you are ready. 
· Do not chance receiving a lower level award—or no award—due to rushing a nomination for promotion purposes. Submitting a well-documented nomination helps ensure officers receive appropriate recognition for significant accomplishments. 
· Do have someone not connected with the project in question review the award narrative. Any person unfamiliar with the project should be able to clearly ascertain what the officer accomplished when reading the narrative. Utilize his or her feedback to provide clarity. 
· Before submitting any PHS Commissioned Corps Awards to the Awards Coordinator, narratives may be reviewed by the Corps Technical Review Team, if applicable, or Agency Commissioned Corps Liaison. The Review Team or Agency Liaison will offer suggestions on how to strengthen the language and format to meet the requirements for Commissioned Corps submissions. In addition, the review team or Agency Liaison can recommend the appropriate award level. 
[bookmark: _Toc531082338][bookmark: _Toc8334698]Links to Resources:
· Individual Honor Award Nomination Form (fillable)
· Unit Award Nomination Form (fillable)
· Agency Awards Coordinators
· Agency Commissioned Corps Liaisons
· Awards Program Policy – Commissioned Corps Instruction CCI511.01, Section 6
[bookmark: _Toc8334699]Submission Procedures:
Contact your Agency Awards Coordinator or Agency Commissioned Corps Liaison to determine the procedure for submission of Commissioned Corps Honor Award nominations.
[bookmark: _Toc531082339][bookmark: _Toc8334700]Award Types and Criteria - Individual Honor Awards: 
Distinguished Service Medal (DSM)  [image: https://dcp.psc.gov/ccmis/images/dms.png]
This is the highest award granted to a Corps officer. This award is presented in recognition of an exceedingly high level of achievement by an officer who possesses a genuine sense of public service and who has made exceptional contributions to the mission of the Corps. Such achievement may range from the management of a major health program, to an initiative resulting in a major impact on the health of the Nation. The award can also be conferred for an act of heroism resulting in the saving of life or protection of health. 
Meritorious Service Medal (MSM) [image: https://dcp.psc.gov/ccmis/images/msm.png]
This award is the second highest recognition granted to Corps officers for outstanding or meritorious levels of achievement. This award is presented in recognition of
· meritorious service of a single, particularly important achievement; 
· a career notable for significant accomplishments in technical or professional fields; or 
· unusually high quality and initiative in leadership. The levels of accomplishment meriting this award may include a highly significant achievement in research, program direction, or program administration; a series of significant contributions; a continuing period of meritorious service; or an exhibition of great courage and heroics in an emergency. 
Outstanding Service Medal (OSM)  [image: https://dcp.psc.gov/ccmis/images/osm.png] 
The OSM is granted to an officer who has demonstrated continuous outstanding leadership in carrying out the mission of the Corps, performed a single accomplishment that has had a major effect on the health of the Nation, or has performed a heroic act resulting in the preservation of life or health. 
The DSM, MSM, and OSM may also be awarded “With Valor,” with a bronze “V” for recognizing acts of courage and bravery. The designation “With Valor” is not to be used to recognize hazardous assignments or exposure to dangerous and life-threatening environments. The officer must exhibit a positive and act, or actions, of bravery and courage, and/or heroism, those resulting in the saving or preserving of the life or health of others. The degrees of risk to personal safety, the level of bravery, and the demonstration of courage, are determining factors that must be clearly displayed. 
Commendation Medal (CM)  [image: https://dcp.psc.gov/ccmis/images/cm.png]
The CM is granted to an officer who has exhibited a level of proficiency and dedication distinctly greater than that expected of an officer. The CM recognizes: 
· sustained high quality achievements in scientific, managerial, or other professional fields. 
· application of unique skill or creative imagination to the approach or solution of problems; or 
· noteworthy technical and professional contributions that are significant to a limited area. 
Achievement Medal (AM)  [image: https://dcp.psc.gov/ccmis/images/am.png] 
The AM is granted to an officer for superior efforts or outcomes in accomplishing a program’s mission. This could include recognition of the advancement of program objectives, sustained above-average accomplishment, or superior dedication to duty over a relatively short period of time. 
PHS Citation (CIT)  [image: https://dcp.psc.gov/ccmis/images/cit.png] 
The CIT is granted to an officer in recognition of a specific and noteworthy achievement, generally for a short period of time. This could include contributions toward accomplishing a program objective or high-quality achievement, but at a lesser level than is required for the AM. 
[bookmark: _Toc531082340][bookmark: _Toc8334701]Award Types and Criteria - Unit Awards: 
Outstanding Unit Citation (OUC)  [image: https://dcp.psc.gov/ccmis/images/ouc.png] 
The OUC is granted to a group of officers who exhibit outstanding contributions toward achieving the goals and objectives of the Corps. To merit this award, the unit must have provided outstanding service, often of national significance. 
Unit Commendation (UC)  [image: https://dcp.psc.gov/ccmis/images/uc.png] 
The UC is granted to acknowledge significant contributions and achievements well above that normally expected in accomplishing the goals and objectives of the OPDIV/STAFFDIV or non-HHS organizations to which Corps officers are detailed. To merit this award, the unit’s accomplishment is at a lesser level than the OUC, often at the State or regional level of significance. 



For questions or suggestions please email EmployeeEngagement@hhs.gov [bookmark: _Toc8334702]Questions or Suggestions?

[bookmark: _Toc528825729][bookmark: _Toc531082342][bookmark: _Toc8334703]Frequency of Review & Toolkit POC

	Sponsor
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	Category
	Maximize Talent

	Effective Date
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	Review Date
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	Implementation History
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This toolkit was brought to you by the ReImagineHHS Maximize Talent Employee Engagement Workgroup.  Questions regarding the creation of the toolkit may be directed to Robin Klevins at robin.klevins@nih.gov.
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