2023-2024
GEM Award

(Giving Even More)

Selection Process Guide



2 4
{ R
i<
Al L (TUIN

Y

District GEM (Giving Even More) Award

Table of Content

Guidelines and Eligibility Requirements........................... 3
Procedures for Selecting Location/School Winner ........... 4
Procedures for Division/Department Winner ..., 5
GEM Award Nomination FOM........cccccoiineeesesee s 7
GEM Award Supervisor Recommendation............cccceecviereeennn, 8
GEM Award Colleague Recommendation............ccccoovevcvierecennns 9
GEM Process TIMEINE ... 10



2 4

[N

=3
ANGEE QTN

Y

District GEM (Giving Even More) Award

Guidelines and Eligibility Requirements

The GEM (Giving Even More) Award highlights and recognizes classified staff who provide
exemplary service throughout the district. Staff eligible for the GEM Award are hourly wage,
non-certified staff to include the following positions as outlined in the 2022-23 salary
schedule: All Support I-VI Positions, Bus Drivers, Aides, School Food Service Managers,
Clerk/Office Staff, and Administrative Assistant to Board & Superintendent. This is your
invitation to nominate a staff member from your school location or district leadership division
for consideration as the 2023-2024 Aiken County Public School District GEM Award Winner.

DISTRICT SELECTION PROCESS:

A. On or before November 14, 2022, submit the name of your School/Location GEM
Award Winner Year to Human Resources.

B. Electronic applications will be emailed to School/Location GEM on November 21, 2022.
All completed GEM District Application and GEM Recommendation Forms must be
submitted no later than 4:00 pm on or before December 6, 2022.

C. Selection of the Aiken County GEM (Giving Even More) Award will be the combined
responsibility of two groups: The GEM Screening Committee and the GEM Selection
Committee.

D. The Screening Committee will identify the top candidates for consideration by the
Selection Committee. The Selection Committee will interview the top candidates to
choose the GEM Award winner and the Honor Court.

E. The Aiken County District GEM, Honor Court, and all other location award winners will be
honored at the Stars in Public Education on March 30, 2023.

ELIGIBILITY REQUIREMENTS:

Participation in the GEM Award Program by the district office and any school in Aiken County
is optional. Staff eligible for the GEM Award are hourly wage, non-certified staff to include
following positions as outlined in the 2022-23 salary schedule: All Support I-VI Positions, Bus
Drivers, Aides, School Food Service Managers, Clerk/Office Staff, and Administrative Assistant
to Board & Superintendent.

It will be the responsibility of the school level administrator/executive leadership team to
nominate one classified/non-certified staff member from his or her school or department
based on the selection procedures.

WHO IS ELIGIBLE:

e Nominees to include district classified employees (hourly wage, non-certified staff).

e Nominees are exceptionally skillful, reliable and dedicated staff members who have
earned the respect and admiration of location and district employees.

¢ Nominees have at least three full consecutive years of district service and plan to return
to the same position and location the following year.

¢ Nominees must have a truly exemplary record of service with the district based on
performance evaluations, staff and community feedback/input (formal or informal) and
attitude towards working at his/her location.
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PROCEDURES FOR SELECTING THE LOCATION/SCHOOL GEM AWARD WINNER:

1. Location administrators will establish a GEM Award Selection Committee. At a_minimum
the school committee will consist of location administrators, the current GEM winner, and
the previous GEM winner (if available).

2. Location faculty and staff members will nhominate by completing the GEM Award
Nomination Form and returning the form to the school/location GEM Award Selection
Committee
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PROCEDURES FOR SELECTING DEPARTMENT/DIVISION GEM AWARD WINNER:

Each cabinet level division (Chief Financial Officer, Chief Officer of Operations and Student
Services, Chief Instructional Officer, and Chief Officer of Administration and Human
Resources/Superintendent) will establish a GEM Award Department or Division Committee
(department directors, coordinators, managers, supervisors, leads, etc.) for their division.
One GEM Award candidate will represent each department OR division. A division
leader shall combine departments within their division if the department has
fewer than five eligible candidates for the GEM Award.

Example 1:

The following departments are under the supervision of the Chief Officer of Operations & Student
Services Division: Facilities Construction, Maintenance, Student Services, Transportation, etc.) It is
the responsibility of the Chief Officer of Operations & Student Services to establish a department
committee for each department within the division. Each GEM Award Department Committee will
receive GEM Nominations for their department to send to HR for district GEM voting to determine the
department winner.

Example 2:

The Chief Officer of the Hunan Resources & Administration division shall combine the departments
of Human Resources, Communications, and Administration if one of the departments has fewer than
five eligible nominees for the GEM Award. This would result in one division GEM Award winner rather
than each department within the division having a separate winner.

All department/division staff members will nhominate by completing the GEM Award
Nomination Form and returning the form to the GEM Award Department/Division
Committee. There is not a limit on how many staff members can nominate a classified
staff member for the award. On the GEM Recommendation Form candidates will receive
additional points based on number of nominations and percentage of staff votes he/she
receives.

Each GEM Award Department/Division Committee will review and tally the GEM Award
Nomination Forms and limit the number of nominees to three to five candidates with
the highest number of nominations.

Each department/division leader will send the names of the top nominees (2 to 5) to
Human Resources on or before November 7, 2022. Human Resources will confirm the
eligibility of the selected GEM nominees and notify the division or department leader no
later than November 8, 2022, if any candidates are not eligible. Department/Division
leaders should not notify top nominees until they receive confirmation from HR confirming
their eligibility.

One electronic form will be sent out to all district department/division staff to cast their
vote for each department/division GEM on November 9, 2022. Voting ends on
November 14, 2022, at 4:00pm.

HR will notify each department/vision of their GEM Award winner on November 15, 2022.
Once the department/division winner is confirmed, the department/division leader should
announce the selection to staff no later than November 18, 2022.
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GEM AWARD NOMINATION FORM
(FOR SCHOOL/DEPARTMENT GEM)

To be completed by the person making the nomination.

Name of Nominee:
Location/Department of Nominee:
Position/Job Title:

Why should this nominee receive the GEM Award?
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COLLEAGUE GEM AWARD RECOMMENDATION FORM FOR SCHOOL/DIVISION GEM
(TO BE COMPLETED EOR SCHOOL/DIVISION GEM WINNER AND SUBMITTED WITH GEM
APPLICATION)

To be completed byGEM






