 “Employee of the Quarter Program”
Purpose:
To recognize an employee who has made a significant contribution to IU 

East during the previous 3 month period.  The significant contribution is defined by the nominator and may include contributions to boosting IU East’s enrollment, providing excellent service to IU East students or other customers, developing and implementing a new program which will benefit the overall organization, or any other contribution which the nominator believes is noteworthy.  Employees may also be nominated for providing exemplary service to IU East in their daily job performance and demonstrating a willingness to work above and beyond the call of duty.  
The Employee of the Quarter should model behaviors of a good employee including a positive, professional attitude, respectful of institutional policies, helpful to co-workers, exhibiting good customer service and people skills, and a record of good attendance.  
Process:


· The employee may be a full time or part time support or professional staff employee or an hourly employee in an Hourly PERF position.

· The award will be give during each calendar quarter (January to March, April to June, July to September, and October to December).  

· Nominations will be accepted through the last day of the quarter, and the recipient of the award will be announced on the 15th day of the following month (or the workday closest to this date).   
· Nominations may be made by any member of the IU East community, faculty, staff or student.

· Nominations will be submitted in sealed envelopes to Human Resources. Nominations will be accepted from other employees, but there will be no self-nominations considered

· Selection of the “Employee of the Quarter” will be made by the Chancellor’s Cabinet with endorsement of the cabinet member with oversight of the department of the nominated individual.

· The selected individual will receive the following recognition for this honor:
A reserved parking space in the parking lot of the employee’s choice for the upcoming quarter.  
A $300 cash award (subject to taxes)

Recognition by the chancellor and the employee’s co-workers in a manner deemed appropriate.

A plaque to be placed in a public area to recognize the employee 

· Letters will be sent by the chancellor or executive cabinet member to all persons nominated recognizing their achievement even though they were not selected as the winner for the quarter.  
