U.S. Coast Guard Civilian Employees of the Year 
2015 Award Guidance
Award Categories:
· Senior Level (GS-13 or Federal Wage System [FWS] -13 and above),
· Mid-Level (GS-10 thru GS-12 or FWS-10 thru FWS-12),
· Junior Level (GS-9 or FWS-9 and below)
Eligibility: 
· All employees paid from appropriated funds including reimbursable funds are eligible for this award regardless of their career field and regardless of other awards received.  One nomination will be independently selected in each category:  one (1) Senior level (GS-13 or FWS-13 and above), one (1) Mid-level (GS-10 thru GS-12 or FWS-10 thru FWS-12), and one (1) Junior level (GS-9 or FWS-9 and below).  Nominees recommended in each level must meet all of the following criteria:  
1.  Must have worked for a minimum of one (1) year (inclusive of the nomination period) as a Coast Guard civilian employee.
2.  Accomplishes supervisory or non supervisory duties in an outstanding manner, inspiring others to follow.
3.  For the previous performance appraisal rating period, received either:
a.  An “Exceeded Expectations” or “Achieved Excellence” under the Department of Homeland Security, Performance Management System (DHS PMS), or
b.  A “Meets” or “Exceeds” under the Excellence, Achievement and Recognitions Systems (EARS).
4.  No disciplinary issues in the past year.
Nomination Procedure:
· Nominations must include the following:
	1.  Nominee’s name, position title, series and grade.	
	2.  Brief statement of current duties.
	3.  Brief biographical employment history.
4.  A listing of significant honors and awards received.  
5.  Narrative showing clearly how the criteria for the award has been met.  This detailed description showing specific facts and examples should not exceed two (2) typed pages.   
6.  All nominations must be endorsed through the appropriate chain of command. 
7.  Form CG-1650, Coast Guard Award Recommendation, must be signed by unit commanders, commanding officers, officers-in-charge, deputy/assistant commandants, or chiefs of headquarters staff elements.  
Submission Information:  
· Nominations must be sent electronically to 
ARL-SMB-2015CEOYAwardsNominations@uscg.mil and received by close of business, Friday, April 01, 2016.   

· An endorsed Coast Guard Award Recommendation Form CG-1650 must be submitted with each nomination.  This form is accessible at https://cgportal2.uscg.mil/sites/externaldata/Forms/CG_1650.PDF.

1. Ensure nomination has been cleared and endorsed through appropriate chain of command, (Coast Guard unit commanders, commanding officers, officers-in-charge, deputy/assistant commandants, or chiefs of headquarters staff elements) prior to submission.

2. If multiple signatures are required please do not enter a signature in block 19,section  3 of Form 1650.  This area will be used for the Civilian Awards Board Chair's endorsement.

3. Block 20 must be left blank for the Commandant’s endorsement.

· Late submissions, nominations that are incomplete, or not endorsed appropriately will not be accepted. 

· All nominations should be in an acceptable manner for review.  Ensure the correct spelling, including middle initial and suffix (if applicable) of each nominee’s name prior to submission of nomination.  This name will be used for the program and award device.  

· The program will recognize contributions made from 1 January through 31 December.  Contributions must have occurred during the calendar year of consideration only and not during previous periods.

· All nominees will undergo a suitability check to ensure that the conduct of personnel nominated for recognition by the Commandant is consistent with the highest values of public service. 

· Nominations for individuals whose accomplishments are pending final action will not be considered.

· Nominations will be reviewed by the Civilian Awards Review Board prior to submission to the Commandant for final approval.

Limitation on Nomination: 
· Nominations should be submitted for employees who have made exceptional contributions that result in positive outcomes to the community or to charitable volunteer programs sponsored by the Coast Guard, the Department of Homeland Security, other Federal, State, or Local governments, or national organizations.
Ceremony 

· Detailed logistical information regarding the ceremony and events will be provided in separate correspondence after selections are made.

· Awardees will receive a cash award of $2,500.00, a crystal device and other appropriate gifts.


U.S. Coast Guard Civilian Employee of the Year 
Criteria

Selection Criteria.  The recognition period is from 1 January through 31 December 2015.  Contributions must have occurred during the calendar year of consideration only and not during previous periods.  Consideration will be given to work habits, knowledge of work, quality and quantity of work, judgment, initiative, adaptability and reliability.  Selection is based on overall achievements and contributions using the following criteria for each individual level:
	1.  Civilian Employee of the Year, Junior Level (GS-9 or FWS-9 and below):
a.  Performance that exemplifies Coast Guard Core values of “Honor, Respect, and Devotion to Duty.” 
b.  Documented, consistent outstanding job performance.  Initiative and skills in devising new or improved equipment, work methods, and procedures or for inventions that resulted in considerable savings in personnel, power, time, space, materials, or other items of expense; or improved safety and health of the workforce.
c.  Performance of duties that resulted in improved productivity of the command, including customer focus, promoting teamwork and commitment to achieving excellence.
d.  Substantial cost-effectiveness:  Identifying improvements to policies, practices and/or program designs that result in substantial cost savings or financial gain to the Coast Guard while supporting the mission.
e.  Significant contributions to the community or to charitable volunteer organizations or the demonstration of courage or competence in an emergency while performing assigned duties resulting in benefit to the Federal Government.


	2.  Civilian Employee of the Year, Mid-Level (GS-10 thru GS-12 or FWS-0 thru FWS-12):
a.  Performance that exemplifies the Coast Guard core values of “Honor, Respect, and Devotion to Duty.”
b.  Documented, consistent outstanding job performance. Technical proficiency in knowledge skill, abilities and/or performance as demonstrated by initiative, tested outcomes, results, implementation of an innovative idea, or improvement of operations or production that resulted in considerable savings in personnel, power, time, space, materials, or other items of expense, or improved safety and health of the workforce. 
c.  Exhibiting intangible aspects of character and/or leadership related to people skills and interpersonal communications skills to carry out the mission of the organization.
d.  Successful contributions to one or more major projects which reflects positively on the Coast Guard and brings about significant positive change by eliminating obstacles.
e.  Substantial cost-effectiveness:  Identifying improvements to policies, practices and/or program designs that result in substantial cost savings or financial gain to the Coast Guard while supporting the mission.
f.  Significant contributions to the community or to charitable volunteer organizations or the demonstration of courage or competence in an emergency while performing assigned duties resulting in benefit to the Federal Government.
3.  Civilian Employee of the Year, Senior Level (GS-13 or FWS-13 and above):
a.  Performance that exemplifies the Coast Guard core values of “Honor,  Respect, and Devotion to Duty.”
b.  Documented, consistent outstanding job performance.  Technical proficiency in knowledge skill, abilities and/or performance as demonstrated by initiative, tested outcomes, results, implementation of an innovative idea, or improvement of operations or production that resulted in considerable savings in personnel, power, time, space, materials, or other items of expense, or improved safety and health of the workforce. 
c.  The ability to influence others to accomplish the mission by providing purpose, direction and motivation.  Innovative and proactive leadership practices that inspire others to contribute constructively to the Coast Guard’s mission.  Proactively identifying and resolving challenges or obstacles that interfere with activities to further the Coast Guard mission.  
d.  Developing and utilizing strong, constructive, and productive relationships across organizational lines that enable the goals to be met in support of the Agency.  Exhibiting intangible aspects of character and/or leadership related to people skills and interpersonal communications skills.  
e.   Successful contributions to one or more major projects which reflects positively on the Coast Guard and brings about significant positive change by eliminating obstacles.
f.  Substantial cost-effectiveness:  Identifying improvements to policies, practices and/or program designs that result in substantial cost savings or financial gain to the Coast Guard while supporting the mission.
g.  Significant contributions to the community or to charitable volunteer organizations or the demonstration of courage or competence in an emergency while performing assigned duties resulting in benefit to the Federal Government.
