Oklahoma Conservation Commission 

Quarterly Employee Recognition Nomination Form

The Oklahoma Conservation Commission’s Awards and Recognition Committee is sponsoring a nomination program in which employees can nominate coworkers for recognition as “employee of the quarter.”  One winner will be selected from the nominees as a winner. Annually, one employee from the Employee of the Quarter winners will be selected as the employee of the year.  The goal of this effort is to:

· Recognize exceptional efforts

· Learn more about each other

· Encourage positive thinking

· Facilitate greater interest/involvement in the workplace

A committee of impartial judges will be asked to select winners.  Each quarter, the winning employee will receive prizes and recognition.    

It is not difficult to nominate a coworker.  Supervisors may also nominate their employees.  In order to make a nomination, read and follow these instructions and then complete the attached form.  

· Nomination forms must be completed entirely, and initialed by the nominee’s Division Director.  No employee currently on probation will be considered for recognition.
· Nominations are based on the past quarters work.
· Completed nomination forms must be submitted to the chairperson of the Awards and Recognition Committee by the last working day of the month in:

√     March

√     June

√     September

√     December
The employees nominated for worked performed will be recognized as follows:




January thru March – recognized at May staff meeting




April thru June – recognized at September staff meeting




July thru September – recognized at December staff meeting




October thru December – recognized at February staff meeting  

Please review the list below and address one of more of these points in the “reason”  box on the nomination form.  Feel free to use the back of the form if more room is needed:
The nominee:

· Exhibited exceptional ability, proficiency, and quality of work

· Has willingly taken on new and/or different tasks

· Has promoted team building and workplace harmony

· Contributed to efficiency in the workplace

· Is reliable
· Creatively solves problems
· Takes deadlines seriously

· Offers to assist others
· Other 

“The Awards and Recognition Committee of the Oklahoma Conservation Commission will contribute to an effective work environment through acknowledgement of the outstanding work and commitment of Oklahoma Conservation Commission employees.  Recognition and activities will be provided regularly in order to build morale among Commission employees and encourage cooperation among divisions.” 
Oklahoma Conservation Commission

“Employee of the Quarter” Nomination Form


Date: ___________

I would like to nominate _________________________________________________ as the Oklahoma Conservation Commission employee of the quarter.  

Nominee’s title and division: ______________________________________________

Basic Description of Nominee’s Duties:
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Reason Nominee should be selected as Employee of the Quarter:


[image: image2]
Nominator:_______________________________ Division: _______________________

Check on dotted line if you prefer to remain anonymous: …………………

Signature of nominee’s division director:_____________________________________






















