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NOMINATION FORM
ABOUT
Each year, we recognize the contributions of staff members by inviting the Northwestern community to nominate individuals who are advancing the University’s mission through their exemplary work. Staff members who have completed a minimum of three years of continuous full-time service, are in good standing, and have not been named "Employee of the Year" within the past five years may be nominated for Employee of the Year. Nomination forms will be accepted from any member of the University community through March 1, 2019. 

Annually, a University-wide committee, as well as last year’s award winner, reviews all submitted nominations and selects seven finalists for Employee of the Year. From the seven finalists, the committee selects one Employee of the Year winner who will be announced at the annual Staff Service Recognition Luncheon.
ENTRY FORM

NOMINEE INFORMATION
	Name:
	        
	Department:
	        
	Supervisor: (if known)
	        
	Years at Northwestern:
(minimum of 3 to qualify)
	
        



YOUR INFORMATION
	Name:
	        
	Department:
	        
	Phone: 
	        
	Email:
	        
	
Relationship to Employee: 
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REASON FOR NOMINATION
Past winners of this award have proven themselves vital to the functioning and success of their departments and the University as a whole. This award is reserved for employees who demonstrate a truly remarkable level of dedication and whose impact is felt throughout their departments. This award is intended to recognize service provided exclusively in calendar year 2018.
When writing your nomination: 
1) Describe the specific contribution(s) the employee has made to the department and/or the University during calendar year 2018. 

2) Describe the specific impact of the contribution(s) on the department and/or the University during calendar year 2018.
Some possible areas of contribution and impact: 
	• Consistently produced extraordinary outcomes 
	• Assisted with or implemented a key initiative or a process improvement 
	• Provided strong orientation to and/or delivered excellent customer service 
	• Demonstrated exemplary collaboration 
	• Created a stronger sense of University community 

In the nomination space on the next page, please write your reason for nomination, keeping the following guidelines in mind: 

	• The nomination may be up to 1,000 words in length
	• Aside from the cover page, the nomination should be written in a way that does not reveal the identity of the nominee. This helps to preserve anonymity during the review and selection process. Please see the example just below:

Too Specific:	John was the lead of the Project Cosmos initiative in the Department of Information Technology and met all his project milestones on time, on budget, and with the support and trust of his entire team behind him – no small feat for such a large-scale project!

Preferred:	The employee was the lead of a major initiative within our department and met all of the project milestones on time, on budget, and with the support and trust of the entire team behind him – no small feat for such a large-scale project!	
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NOMINATION

Type nomination here…







SUBMITTING YOUR NOMINATION FORM
HOW TO SUBMIT
Nomination forms will only be accepted by email. Only nomination forms will be accepted. Please include all of the information in the form (additional attachments not accepted).   
 Save the completed form and attach it in an email to hremployeerecognition@northwestern.edu.
DEADLINE
All nominations are due by Friday, March 1, 2019.

FURTHER ASSISTANCE
Call Maudell Gaines at 847.491.7509 or email at maudell-gaines@northwestern.edu for further assistance.
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