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PROCEDURES FOR SELECTING DEPARTMENT/DIVISION GEM AWARD WINNER:

1. Each cabinet level division
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7. HR will send the GEM Application and Recommendation Forms to the location GEM
award recipient AND location supervisor/division leader via work email on November 6,
2023.
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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?

Rate your nominee on job performance and interpersonal skills:

Job Performance

Good Average Above
Skills 9 Average Comments
@ @ 3)
Quality of Work
Job Knowledge
Initiative
Decision making skills
Interpersonal
Good Average Above
Skills 9 Average Comments
@) @) 3)
Reliability
Attendance
Flexibility
Teamwork

Person Making Nomination Signature

(This form stays at the school/location.)










August 23, 2023

October 18, 2023

October 23, 2023
October 25-31, 2023
October 30, 2023
November 1, 2023
November 2-3, 2023
November 6, 2023
November 6-29, 2023
November 6-29, 2023

November 29, 2023

December 15, 2023

January 12, 2024

January 24 & 26, 2024
January 30, 2024
January 31, 2024

February 1, 2024
February 12-13, 2024
February 13, 2024

March 21, 2024
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2024-2025 Selection Process Timeline

Selection Information made available to Principals/Department
Heads, shared with all staff, and posted on Website

HR to send out electronic Checklist to principals for submission
of GEM, FYTOY, and TOY names.

Submit names of Top Nominees to HR by 4:00pm

Voting for Department/Division Top Nominees

Submit names of School Nominees to HR by 4:00pm

HR to confirm School & Department Nominee eligibility
School and Department/Division level notifications of GEM
Electronic applications sent to GEM nominees/supervisors
Photo Session |

Photo Session 11

GEM Recommendation Forms/Letters (completed by
administrator and colleague) AND GEM Applications
(completed by nominee) due to HR by 4:00pm

Screening Committee receives GEM packets

Screening Committee point sheets due to Human Resources by
4:00pm

Formal Announcement of Honor Court
Honor Court Q&A + Video Footage Day 1
Honor Court Q&A + Video Footage Day 2

Selection Committee receives Honor Court packets
Selection Committee holds interviews
Selection Committee Point Sheets due to Human Resources

Stars of Public Education Banquet
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