STAFF RECOGNITION

Division of Enrollment Services

The Division of Enrollment Services values the work of its staff and strives to recognize those staff members who excel at their work and who exemplify the mission of the Division.

The mission of the Division of Enrollment Services is to provide seamless, holistic service to students – both matriculated and prospective – and the people who assist them in their pursuit of higher education.  

The staff recognition is one of the ways that management staff acknowledges superior works of division staff.  Staff will be recognized individually and as teams.  Each month one DES staff member will be recognized as the Star Staff member for the month.  Twice a year a team within the Division will be recognized.

INDIVIDUAL STAFF RECOGNITION

The criteria for selection 

· Must be a full time staff member

· Must have completed at least six month on the staff in DES

· Staff member exemplifies the mission of the Division

· Staff member performs at a level more than is required and expected

Nomination Process

· Nominations may be made from any management level staff – Team Leader/Manager or Executive Director.  

· Nominations are due by the first workday of each Month.  (ADO will send a call for nominations on the 25th of each month.)

· Nominator must be a management level staff member.

· Nominations must include a brief statement of the reason(s) for the nomination.

Selection

ADO will send the list of nominees to the Executive Directors who will make selection from the nominees.

Recognition

· Staff member will be presented with a certificate at the Division staff meeting after the staff member is selected.  An Executive Director will make presentation – preferably by the staff member’s Executive Director.  The Executive Director will relate the statement from the nomination.

· Staff member will be recognized in the DES Newsletter the month selected.  A brief profile will be included in the Newsletter announcement which will include the statement of nomination and will include the staff member’s picture.

· Picture of staff member will be included in the staff recognition area in 104 PAB.  A place in this area will be created to display the “Staff Member of the Month”.  

TEAM RECOGNITION

The criteria for selection

· Any identifiable subdivision of DES can be nominated for the Team recognition

· Team may not be selected if it has been recognized in the past two years

· Team must demonstrate support the mission of the Division

· Team has achieved at a level beyond expectation

Nomination Process

· Any staff member may submit a nomination for the Team recognition
· Nomination may not be for a Team in which the nominator is a member
· Nominations will be due December 1 and June 1. (ADO will solicit nominations on November 15 and May 15.)
· Nomination must include a statement of the reason(s) for the nomination
Selection

ADO will send the list of nominees to the Management staff who will make the selection from the nominees

Recognition

· Team will be presented at the Staff Luncheon in December and at the Staff activity in June.  The Associate Provost will make presentation, if possible.

· In addition to the traveling trophy, each Team member will be given a certificate of recognition.

· Team will be recognized in the January and August DES Newsletter.  An article will be written about the Team, why it was selected and a brief profile of the staff in the Team including a picture.

· Picture of the Team will be displayed in 104 PAB.

