HRD Employee of the Quarter                                                Nomination & Selection Process


Program Purpose
The purpose of the Human Resources Division (HRD) Employee of the Quarter program is to provide timely recognition to employees demonstrating their commitment to HRD’s vision, mission, and values. This program is intended to create a positive working environment, boost morale, show employees how much they are valued and appreciated, aid in retention and recruitment, and foster a spirit of healthy competition. 

Program Guidelines

· Who is eligible? The HRD Employee of the Quarter is open to ALL HRD (permanent, temporary, student/intern) employees with the exception of the HRD Leadership Team (HRLT) consisting of HR’s Division and Deputy Directors, Administrative Officer and Staff Director. HR employees detailed to another HRD branch/section, the Department, another MRP Agency, or APHIS Programs are also eligible. A team of employees working on a particular project can also be considered for a nomination.
· Who can nominate? HRD Employee of the Quarter nominations will be accepted from Customers, HR Supervisors and other HRD employees. Self-nominations will not be accepted. 
· What is the nomination period? Nominations will be accepted from the 1st day to the 15th day of the month that begins the quarter. Nomination periods for the fiscal year occur in October, January, April, and July. As the program is starting mid-year 2012, the nomination period for the July kickoff will be July 18 – August 1.  
· What is the performance period? To ensure that recognition for performance is timely, nominations for the HRD Employee of the Quarter need to reflect accomplishments occurring in the fiscal quarter immediately prior to the nomination period. For example, nominations gathered during the January nomination period should reflect accomplishments completed in the 1st Quarter (October-December); likewise, nominations received during April should reflect accomplishments completed in the 2nd Quarter (January-March).
· How will the call for nominations be communicated? The nomination period will be announced in the HR Broadcast, at AMS, APHIS, and GIPSA Administrative Officer (AO) conference calls, and via email to all HRD employees, managers and supervisors.
· How will nominations be submitted? Nominations must be received via email at  MRPBS.HRD.EOQ@aphis.usda.gov 
· What are the nomination criteria? Nominators will be asked to describe how the nominee has distinguished him or herself relative to the HRD core values of excellence, professionalism, customer service, and diversity/inclusion. (See the HRD Employee of the Quarter Nomination Criteria and Form).   
· Who is on the selection committee? Nominations will be reviewed by the HRLT consisting of the HR Director, Deputy Directors, Administrative Officer, and Staff Director. 
· How will employees be recognized?  Time off awards will be between 8 to 40 hours as determined by the HRLT. The HRD Employee of the Quarter will be formally recognized by the HRD Director at the next HRD Town Hall meeting if possible or via another method of her choosing. The employee’s accomplishments will be featured in an upcoming HR Broadcast in the “HRD Employee of the Quarter Corner.” The broadcast article will be prepared by a member of the selection committee. The selected employee will receive a certificate recognizing his or her achievement and appropriate supporting documentation. 
· How often can an employee be selected as HRD Employee of the Quarter? Employees can be recognized for employee of the quarter without limitation subject to the regulations governing time off awards. 
· Will the nominated employee’s Supervisor be required to approve prior to submission?  Supervisory approval is not required for submission of an employee of the quarter nomination. The selection committee will provide notice to a Supervisor once an employee has been selected. 
· How does the HRD Employee of the Quarter affect other existing performance or awards programs within APHIS and/or HRD? Subject to regulatory and policy requirements and limitations, selection as HRD Employee of the Quarter generally does not preclude an employee from receiving another APHIS and/or HRD award during the fiscal year, nor does it prohibit an individual from receiving additional HRD Employee of the Quarter awards.
· What other housekeeping matters need to be covered by this process? 
An AD-287 form will be completed by the HRD Administrative Team. The requester is the employee’s Deputy Director and the approver is the HR Director. Nomination packages and copies of official documents related to this process will be stored on the HRD shared drive consistent with appropriate USDA document control practices. Access to this folder will be limited to current members of the HRLT.  
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