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Subj : NETPDTC CI VI LI AN EMPLOYEE/ SENI OR ClI VI LI AN EMPLOYEE OF THE
QUARTER/ YEAR

Encl: (1) Nom nation Form (NETPDTC 12451/2 (Rev. 2-97))

1. Purpose. This instruction establishes a systemfor

nom nating, selecting, and rewardi ng Naval Education and Training
Pr of essi onal Devel opnent and Technol ogy Center (NETPDTC) civilian
enpl oyees who have significantly contributed to the operation,
progress, productivity, norale and i mage of the Command and
provides the criteria on which to base the selection. The awards
wi |l be NETPDTC G vilian Enployee of the Quarter (COQ, NETPDTC
Senior Civilian Enpl oyee of the Quarter (SCOQ, NETPDTC Civilian
Enpl oyee of the Year (COY) and NETPDTC Senior Civilian Enpl oyee
of the Year (SCOY). Award dates wll be based on fiscal year.

2. Cancell ation. NETPDTCI NST 12451.1

3. Discussion. The NETPDTC COQ SCOQ and COY/ SCOY are incentive

awar ds whi ch recogni ze civilian enpl oyees who have significantly

contributed to the Command. This instruction provides the policy
and criteria on which to base the award.

4. Eligibility. Al permanent career or career-conditional (for
COQY GS5-1 through GS-7 and wage grade equivalent; for SCOQ Y GS-
8 through GS-12 and wage grade equivalent) civilian personnel
assigned to NETPDTC for at |east 90 days are eligible for the
awards. Nom nations should be based on acconplishnments during

t he designated quarter/year. Nom nees need not have received an
out st andi ng performance rating, an award under the Incentive
Awards Program nor a Quality Step Increase in order to be
eligible. Al COQ SCOQ wi nners, including the current fourth
quarter COQ SCOQ, w !l automatically be considered for the

COY/ SCOY, if they are still assigned to NETPDTC. Their

nom nati ons may be updated for COY/ SCOY sel ection. Nom nees for
COY/ SCOY need not have been previously chosen as COQ SCOQ.

Enpl oyees will be nom nated on the basis of a conbination of the
fol | ow ng:

a. Job Performance. List the enployee's major duties and
responsibilities and give details of his/her achievenents,
efficiency and conpetence. Describe how the enpl oyee's
performance deserves special recognition.

b. Participation in Command Activities. Describe how the
enpl oyee supports NETPDTC prograns and activities such as
collateral duties, commttees, Process Action Teans, Quality
Managenent Boards, etc. Describe the contributions the enpl oyee
made to i nprove operations w thin NETPDTC
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c. Character Traits. Describe the enployee's attitude and
loyalty to NETPDTC and willingness to accept tasks. Describe
character traits in relation to custoner service and/ or teamawork
in the acconplishnment of NETPDTC s m ssion, vision and goal s.

d. Self-inprovenent. Describe acconplishnments the enpl oyee
made towards self-inprovenent, particularly those undertaken on
his/her initiative and during off-duty tine.

5. Nom nation Procedures

a. Based on the criteria described above, nom nations w |
be submtted using the basic format in enclosure (1).
Nom nations are limted to tw pages.

b. Al nomnations for these awards will be submtted by the
Directors/ Special Assistant to N832. Supervisors are encouraged
to submt nomnations to the head of their respective departnent
for any enpl oyee they believe has made significant contributions
to the command. Nom nations are not mandatory from each
Director/ Speci al Assistant each quarter; however, they are
encour aged.

c. Supervisors should make COQ SCOQ nom nations to the
Director/ Special Assistant by the | ast Wednesday of each fiscal
quarter. The Director/ Special Assistant COQ SCOQ nonmi nation is
to be forwarded in sufficient tinme to reach N832 by the first
Wednesday of the nonth follow ng the end of the quarter.

d. The Selection Commttee will neet on the first Tuesday
after the nom nations are due. The Conmanding O ficer wll
revi ew and approve the final selection and the COQ SCOQ wi |l be
announced within 14 days of selection.

e. COY/ SCOY nom nations should be forwarded to N832 by the
first Wednesday in October. The Selection Commttee for the
fourth quarter COQ SCOQ wi |l select the COY/ SCOY. The Comrandi ng
Oficer will review and approve the final selection and the
COY/ SCOY wi || be announced within 14 days of sel ection.

6. Sel ection Procedures

a. The Selection Conmttee will consist of:

Executive O ficer - Chairman
One — Departnent Director
One - Special Assistant

One - peer GS-7 or bel ow
One - peer GS-8 or above
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b. N832 will provide an annual rotating schedul e for
participation on the Selection Conmttee. Each nmenber of the
Selection Conmttee will conme froma different Departnent
Director or Special Assistant. Directors/Special Assistants wll
be responsible for providing the name of the peer (volunteers
only) when it is their Directors/ Special Assistants turn to
provi de peers.

c. N832 will coordinate and schedul e the dates and neeting
times for the selection commttee. Each nenber of the commttee
will review all of the nom nations and assign a nuneric score to
each nom nee using the established criteria. The comnmttee wll
recommend final selections to the Commandi ng O ficer.

d. The Selection Commttee will use the foll ow ng wei ghted
factors when making their selections:

Job performance 50 percent
Participation in command activities 20 percent
Character traits 20 percent
Sel f - i npr ovenent 10 percent

7. Responsibilities

a. Commanding Oficer

(1) Provide for periodic review of this instruction to
ensure current command policies are reflected.

(2) Review and approve Selection Commttee's
recomendati ons for COQ SCOQ and COY/ SCOY.

(3) Notify winner of selection as COQ SCOQ or COY/ SCOY.
(4) Present awards to winners at an official cerenony.

b. Executive O ficer

(1) Act as Chairman of the Selection Commttee.
(2) Authorize tinme off awards for COQ SCOQ and COY/ SCOY.

c. Directors/ Special Assistants

(1) Gve this programthe w dest possible dissem nation
periodically enphasizing it in neetings with their staff and
encouraging full participation and support.

(2) Solicit nom nations from supervisors and subm t
nom nations to N832 in accordance with the nom nati on procedures.
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(3) Serve on Selection Conmttee on a rotating basis as
schedul ed by N832.

(4) Provide a peer volunteer to serve on the Sel ection
Comm ttee when required by the annual schedul e provi ded by N832.

d. Supervisors

(1) Submt five copies of nom nation package using
enclosure (1) as a format to Director/ Special Assistant.

(2) Upon notification of enployee being sel ected:
(a) Forward Letter of Commendation (within three
days) to Commanding Officer via Director/ Special Assistant.
Sanpl e Letter of Comrendation will be provided by N332.

(b) I'nstruct winner to set up photo appointnment with
Code N72.

(c) Contact the Wbrkforce Devel opment & Managenent
Ofice (N832) for the “floating” parking space sign

e. Workforce Devel opnent and Managenent O fice (N832)

(1) Announce the nom nation due dates for the awards in
the Pl an of the Wek.

(2) Provide an annual schedule for Selection Conmttee
menbers on a rotating basis.

(3) Coordinate and schedul e the dates and neeting tines
for the Selection Commttee.

_ (4) As nom nations are received put nom nees nane on a
rating formand prepare packages for Selection Conmttee nmenbers.

(5) Serve as Recorder for Selection Commttee.
(a) List ratings of each nom nee and totals.

(b) Prepare cover nenorandumw th w nners and
nom nees nanmes and ratings. Forward cover nenorandumto
Commandi ng O ficer via the Executive Oficer.

(c) Forward nom nation, sanple Letter of
Commendation, and formto w nners' supervisors.

(d) Generate formfor the tine off award, forward for
appropriate signatures and process personnel action for tine off
awar d.

4
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(e) Notify Code OOR of requirenment for brass plate
for COQ SCOQ and COY/ SCOY command pl aque.

(f) Fill out copies of certificates for nom nee's not
sel ected as COQ SCOQ or COY/ SCOY and forward to N72.

f. Electronic Media (N72)

(1) Provide photos of winners to N832.

(2) Conplete certificates for nom nees not sel ected as
COQ SCOQ or COY/ SCOY and return to N832.

8. Recognition

a. The NETPDTC COQ SCOQ wi || be recognized in the foll ow ng
manner :

(1) Receive a NETPDTC pl aque.

(2) Receive an official letter recognizing selection as

COQ SCOQ
(3) Receive a tine off award of 8 hours.

(4) Receive the COQ SCOQ parking space. Wnner w ||
chose the location for placenent of parking sign in the vicinity
of the enployee’'s office. The parking space will be valid until
the next COQ SCOQ i s sel ected.

(5) Have his/her picture posted in the | obby of NETPDTC
Bui | di ng 2435 as recognition of their achi evenent.

b. The NETPDTC COY/ SCOY will be recognized in the follow ng
manner :

(1) Receive a NETPDTC pl aque.

(2) Receive an official letter recognizing selection as
COY/ SCOY.

(3) Receive a tine off award of 16 hours.

(4) Receive the COY/ SCOY parking space. Wnner wl|
chose the location for placenent of parking sign in the vicinity
of the enployee’'s office. The parking space will be valid until
t he next COY/ SCOY is sel ected.
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(5) Have his/her picture posted in the | obby of NETPDTC
Bui | di ng 2435 as recognition of their achi evenent.

M E. MADAMS

Di stribution: (NETPDTCI NST 5216. 1B)
Lists | & 11



