DEPARTMENT OF DEFENSE

EDUCATION ACTIVITY
4040 NORTH FAIRFAX DRIVE
ARLINGTON, VIRGINIA 22203-1635

JAN 10 2003

Personnel Center DoDEA Regulation 5451.9

DEPARTMENT OF DEFENSE EDUCATION ACTIVITY
REGULATION SYSTEM TRANSMITTAL

SUBJECT: DoDEA Regulation 5451.9 - Change 2

The following pen changes to DoDEA Regulation 5451.9, "Incentive Awards,"” July 10,
1997, have been authorized:

Page 2, Section E.1c. - Change to Read:

"Approve or disapprove award nominations in excess of $5,000, but not more than
$10,000."

Page 2, Section E.2. - Change to Read:
"Areaand Associate Directors shall approve or disapprove award nominations up to

$5,000. District Superintendentsand Division Chiefs at the GS-15 or above shall approve or
disapprove award nominations up to $2,500."

Enclosure 1,Page 1-1, SectionB.1.c. - Change 1* and 2™ Sentences to Read:

"District Superintendents and Division Chiefs at the GS-15 or above may approve award
nominations up to $2,500, and Area and Associate Directors may approve up to $5,000. The
Director, DoDEA, shall approve awards of $5,001 to $10,000."

Enclosure 1. Page 1-1, SectionB.2.a. - Change to Read:

"The Director, DoDEA, and Area and Associate Directors may approve a SCA up to
$1,000. District Superintendentsand DoDEA Division Chiefs at the GS-15 may approve a SCA
up to $500. All other approving officials may approve a SCA up to $250."

These changes are effective immediately.

DN,

Joseph D. Tafoya
Director
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DEPARTMENT OF DEFENSE

EDUCATION ACTIVITY
4040 NORTH FAIRFAX DRIVE
ARLINGTON, VIRGINIA 22203-1635

OCT - 8 1998

Educational Support
Policy and Legislation

DEPARTMENT OF DEFENSE EDUCATION ACTIVITY
REGULATION SYSTEM TRANSMITTAL

SUBJECT: DoDEA Regulation 5451.9 - Change 1

The following page changes to DoDEA Regulation 5451.9, “Incentive Awards,” dated
June 10, 1997, are authorized!

Remove: Enclosure 6 (including Attachment 1)

Replace: Enclosure 6 (Changes appear only on 6-1 and 6-2 and are indicated by
marginal asterisks.)

erald E. Bloom
hief, Educational Support
Policy and Legislation

Attachments:
As stated




DEPARTMENT OF DEFENSE

EDUCATIONACTIVITY
4040 NORTH FAIRFAX DRIVE
ARLINGTON, VIRGINIA 22203-1635

PERSONNEL CENTER DODEA REGULATION 54519
JUN 10 1997

.DEPARTMENT OF DEFENSE EDUCATION ACTIVITY
INCENTIVEAWARDS

References: (a) Title 5, Uted States Code, Chapters 43 and 45

(b) DS Regulation 5430.9, "'Performance Management System,"*
December 5,1983, with change 1

(c) DoD Directive 5120.15, "Aut orltyforAfgégval of Cash Honorary
Awards for DoD Personnel,” August 13,

(d) DoD Instruction5120.16, ""Departmentof Defense Incentive Awards
Program: Policies and Starcards, July 15,1974, with change 1

(e) Executive Order 10717,“The President's Award for Distinguished
Federal Civilian Service," June 27,195/, as amended

(f) Title5, Code of Federal Regulations, Pat 451, "Incentive Awards,"
current edition

A. PURPOSE

Thisregulation establishesthe Department of Defense Education Activity (DoDEA) Incentive
Awards Program. It establishespolicy, assigns responsibilities, and prescribes procedures under
reference (a) to carry out an incentive awards program.

B. APPLICABILITY AND SCOPE

This regulation is applicableto Department of Defense Dependents Schools(DeDDS)
personnel serviced by the DoDEA Personnel Center, including the Headquarters, DoDEA, and
the Domestic Dependent Elementary and Secondary Schools(DDESS), and Department of
Defense Deﬁendents Schools(DoDDS). Excluded from coverage are employees assigned to
DDESS at the installation level and foreign national employees.

C. DEFINITIONS

1. Contribution. An individual or group accomplishment in the form of a suggestion, a
special act, or a service inthe public interest connected with official employment, which

contributesto the efficiency, economy, or other improvementof Government operations or
reduces paperwork significantly.

2. Incentive Award. Recognition for special achievementsor acts, superiorjob gerformanc_:e,
beneficial suggestionsor inventions, or long and satisfactory or better service which fesulted in

té‘rgible or intangible benefits that merit special recognition. Recognition canbe inthe formof a
award, an honorary award, a career service award, or a time-off award. Incentive awards
may not be granted in the place of Performance Awards.

3. Intangible B efits Benefits to the Government that are not meesurad in dollar savings.

4. Monetary Award. A cash award which does not increase an employee's base pay and is
subject to the withholding of income taxes.




5. Performance Awards. Performance Awards are based on the employee’s rating of record
for the current appraisal period and consist of either a cash award or a Quality Step Increase.
Performance awards mav not be given in the place of an Incentive Award. For information
regarding performance awards see DS Regulation 5430.9, “Performance Management System,”
dated December 5,1988.

; I?Iangxblg_m Barefits or savingsto the Government that are measurable in terms of
ollars.

D. POLICY

Itis the DoDEA policy to encouragethe participation of DoDEA personnel in improving
Government operations and to recognize and reward eligible personnel at all levels, individually
orin groups, for (a) contributionsto efficiency, econamy,and other improvementsin
Government operationsthat are above those normally expected, and (b) special achievementsin
the public interest in connection with or related to their official employment.

E. RESPONSIBILITIES
1. The Director. DoDEA ,dwll:

a. Ensurethat program and operational areas, where superior accomplishment may
warrant award consideration, are identified through the management review and control process.

b. Encourage supervisorsto identify employeesor groups of employeeswho deserve
award consideration and promptly submit award recommendations.

‘ c. Approve or disapprove award nominations in excess of $2,500 but not nare then
10,000.

2. 10 istri nis

. c Area a Ipe S, Area Sen/ce (e hiefs, a
Division Chiefi shall review and approve or disapprove award nominations not in excess of
$2,500.

3. MM%L@MMSIQ[) ,Sall plan and coordinate or refer to Enclosure 3 School,
Principal of the ,and Teacher of the Y& awards and arrange site visits, boards, and panels
used to select award recipients.

a Monitor E)Rram activitiesand be the point-of<contact for questionsand procedures

relating to the Incentive Awards Program.

b. Ensure supervisors are aware of award nomination requirements and deadlines, and
forward approved award nominationsto the appropriate Persomel Management Team
(PMT) for processing.

5. The Chief. D , shall:

a. Ensure that the DoDEA Incentive Awards Program is administered in accordance with
OPM regulations.

)
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b. Approve cash payments not exceeding $2,500 for adopted suggestions.
6. Suparvisors atall levels shall:

a. Identify employeesor groups of employees, whose superior accomplishmentsor
suggestionsmerit special recognition, and promptly recommend them for appropriate awards.

b. Evaluate suggestionsand ideas promptly to determine applicability within their
respective administrativeareas.

F. EFFECTIVE DATE
Thisregulation is effective 30 days after the date of publication.

lian Go e
irecto

Enclosures - 6

1. Cash Awards

2. SuggestionProgram

3. School, Principal, and Teacher Awards
4. Honorary and Career Service Awards
5. Time-off Awards

6. DoDEA Awards

DISTRIBUTION: E,N, O



DODEA Regulation 54519
Enclosure 1

CASH AWARDS

~ Cash awards are used to recognize contributionsbased on either tangible or intangible
benefits. The minimum amount of a cashaward is $25. To approve an award for a contribution
with atangible benefit, the contribution mBL have resulted in a benefit(s) having avalue of $250
or more.

A. Amount of Awards. The amount of cash awards, unless otherwise specified, (s based ONn the
Award Scales. Award ScaleA, Attachment 1-3-1, outlines awards for accomplishmentshaving
tan?|ble benefits. Award Scale B, Attachment 1-4-2, shows intangible benefit awards. The
scales are guidelinesand do not entitle the award recipient to an amount in excess of the amount

awarded by the approving authority. Approval authority for cash awards is in accordance with
reference (c).

B. Types of Awards. There are generally four types of awards that have a monetary component
as part of the recognition: Suggestion Awards, outlined in Enclosure 2; Principal and Teacher
Awards, outlined in Enclosure 3; and Special Act or Service Awards and Supervisor's Cash
Awards, outlined below. There may be other awards for which DoODEA/DoDDS personnel may
be considered by outside and local agencies, and these anards will be announced as they occur.

1. Specia] Act or Service Award, outlined in reference (d), is granted for nonrecurring
contributions or accomplishments, Wil or outside of job responsibilities, which contribute to
the efficiency, economy, or other improvement of Governmentoperations. It may also be
granted for an heroic act of unusual courage or competence in an emergency connected wirth
official employment.

a. To submitan award nomination, a DS Form 5502, "Award Recommendation
Trasnitdal,' Attachment 1-5-3, snall be completed alongwith a I-page justification concisely
stating the act. The nomination is then submitted to the appropriate official for approval and
forwardedto MER for review.

b. The dollar amount awarded should be based on the award scales. There is no limitto
the amount which can be awarded.

c. Areaand District Superintendents, HQ DoDEA Division Chiefs, Area Service Center
Chiefs, may approve award nominations up to $2,500. The Director, shall approve
awards of $2,501to $10,000. Award recommendationsin excess of $10,000 gl be forwarded
to the Assistant Ssaretary of Defense (Force ManagementPolicy) (ASD)(FMP) for approval.

2. Supervisor's Cash Award (SCA) is granted for day-to-day accomplishments. Examples of
achievements warranting the SCA include the completion of a special, Short suspense project that
contributed to the mission of the organization; modifying an officgrocedure to improve
effectiveness, efficiency or timeliness; or accomplishinga special, unprogrammed assignment
that required a significantextra effort. Such awards should recognize accompl ishmentsclearly
outside of an employee's performance expectations.

a. The maximum dollar amount of a SCA is $250.

1-1




b. It is a supervisorydecision that an action is worthy of an award nomination. The next
level supervisor has award approval.

c. The DS Form 5506, “Supervisor‘sCash Award,” Attachment 1-5-1 or 1-4-1, shall be
completed Wi a description of the accomplishment entered on the form or attached on a
separate sheet. The approved form is then-submittedto MER for review. The forms may be sent
by facsimileto MER & gf)ﬁ%-?ﬂ%,crby mail to 4040 N. Fairfax Drive, AN MER,
Avrlington, VA 22203-1634." After the form is reiened by MER, it is forwarded to the
appropriate servicing Personnel Management Team (PMT) for processing.

Attachments - 5
1. Award Scale A - Tangible Benefits Scale
2. Award Scale B - Intangible Benefits Scale )
3. DS Form 5502, “Award Recommendation Trarsrttal’”
4. DS Form 5506, “DoDEA Supervisor‘s Cash Award”
5. DS Form 5506, “DoDDS Supervisor’s Cash Award”

1-2




DODEA Regulation5451.9
Enclosure 1, Attach 1

AWARD SCALE A

AWARD SCALE FOR SUGGESTIONS, INVENTIONS, SPECIAL ACTS OR SERVICES,
AND SCIENTIFIC ACHIEVEMENTS RESULTING IN TANGIBLE BENEFITS TO THE

First-Year

Tangible Benefits

Less then $250
$250 - $10,000
$10,001 - $100,000

$100,000 or more

GOVERNMENT

Amount of Award

NoO cash award
10 percent of benefits

$1,000 plus 3 percent of
benefits over ff(r),OOO

$3,700 plus 0.5 percent of

benefits over $100,000
(maximum $25,000)

1-1-1



DODEA Regulation 5451.9
Encl 1, Attach 2

AWARD SCALEB

AWARD SCALE FOR SUGGESTIONS, INVENTIONS, SPECIAL ACTS OR
SERVICES AND SCIENTIFIC ACHIEVEMENTS RESULTING IN INTANGIBLE
BENEFITSTO THEGOVERNMENT 1

Extent of Application
Value of . |
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ssien, of pervonne f ission o¢ p lee ission or p Lol
¢ office, fadility, an entire regional ares sevenu} regional areas ot
pni.uboa:l‘ :l.enq .‘"Iiabk L] mlk w"-
5 e [ ot large
headquarters {adependent agency oc | independent .
y ¢ o large buresn lsinthe p‘bi:c‘ m
fecw & smuall ares throeghest the Nation or
__ience ar technoler, e A{f«'obﬂ“ﬂuof beyond
: scence ot
MODERATE VALUE-
Change or modificstion 2
of an epenating prindple
ot procedure which has RN,
modente value sufficient .5 P et P
te weet the minimem Lot ®° o
standard for s cash ‘°¢\Q o\t A ++@ .;}9
awerd: an improvement L 3
of rather limited value of (‘,\
o product, activity, ‘6‘
progrant, ef service to the v
pedlic "9“6
e
SUBSTANTIAL VALUE- ‘(y"
Sebstantial change of .-f,b st Py & ‘jp
modification of an ‘\@ @‘& . "9 &
spenting prinicpleoe \ '}9 fp' S @'_ (N
preceduse: an tmportant & €«
improvenwent to the value * “4““
of a product, activity, (‘fé‘\ \
program, ot service to the v N3
public f
V)
<
Vg
.\"’p
HIGH VALUE- f}#
Camplete revision of s 4 \f g“‘ ‘,@ s‘d’
basic ptinc'plhei:;’ pe &y\ K ‘,ﬁ o e
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significant Lnp rovement ¢ y Q.dpv‘
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the public I
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1. ible benefis

a. Indetermining awards on the basis ofintangible results. the value to the Government Slull'be
comparable to th0Se contributions receiving equivalent awards on the basis oftangible results. Award

justifications shall set forth clearly the rationale supportingthe recommended amount in terms of tiSaward
scale.

b. When a contribution results in both tangible and intangible benefits, the intangible benefits only
need be recognized to the extent that the contribution is not awarded adequately based on the tangible
benefits realized. This limitation particularly is relevant to contributions from which not only significant
tangible benefits are realized but also intangible benefits in the formn of safety i ts. When intangible

improvemen
benefits resulting from a contribution outweigh the tangible benefits in significance, the award shall represent
the total of the amounts derived from application of award scales A and B.

2. The minimum award for tangible benefits are granted only when the benefits reach or exceed $250. The
minimum award for intangible benefits requires a comparably high standard.

3. Recommendations for awards exceeding $10,000 shall be submitted to the Office of the Deputy Assistant

of Defense (Civilian Personnel Policy and Requirements), Office of the Assistant Secretary of
Defense (Force Management and Personnel).

1-2-2
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DODEA Regulation 545),9

Encl 1, Attach 3
(THIS FORM AMUST BE TYPED)

J AWARD RECOMMENDATION TRANSMITTAL DATE

. TYPE OF AWARD RECOMMENDED

2. IF GROUP AWARD, PREPARE DS FORM $502 FOR
EACH EMPLOYEE AND CHECK BOX D

3. EMPLOYEE RECOMMENDED Aast Name, Firss Name, Niddle Inital, SSN) 4. PRESENT POSITION, TITLE, GRADE, STEP, AND
) SALARY

S. PREVIOUS RECOGNITION AND DATES (For swards outside the spproval

6. POSITION, TITLE, GRADE, STEP, AND SALARY
authority of the insiallssion, show recognition for the last 3 years.)

DURING PERIOD OF CONTRIBUTION (¥ other than
itemn 4)

7. RECOMMENDING OFFICIAL (Name, Organizasion, Office
Symbol, DSN, Signamre and Tule)

|

$. BENEFITS [Complcic for all monciary awards and for honorary awards where spproprisic. ABach at partof justificasion, method of computing tangible
benefs and/or cxplanasion of inangible benefiss.) :

s. Eximated First Year Tangible Benefits: $
b. Latangible Beacfit
(1) VALUE OF BENEFIT : ] MODERATE [ SUBSTANTIAL 3 wicH T3 EXECEPTIONAL
() EXTENT OF APPLICATION : ) LIMITED T} EXTENDED ) BROAD [ GENERAL

. ACTION ON RECOMMENDATION
See DS Regulation $451.9 for sutbority, Disapproved recommendations mum be sccompanied by explanation. la the Amount or Pervest Columes, show
tither the total percent recommended or spproval bf each level. In the Cumulative Approved Paysbie Amouat Columa, show the total cummulative amouat
approved 1o date.)

CUMULATIVE AUTHORIZING OFFICIAL
ACTION AMOUNT | PERCENT APPROVED DATE

PAYABLE AMOUNT (SHOW SIGNATURE AND TITLE}

APPROVED

DISAPPROVED

APPROVED

DISAPPROVED

APPROVED

DISAPPROVED

APPROVED

DISAPPROVED

NOTICE TO EMPLOYEE

Upon ecceptence of cash swaerzs, the vse of this contribution Dy the Unided Stetes shak not form the basis of & further cisim of sny

DS Form 5502 1-3-1




DODEA Regulation 5451.9
Encl 1, Attach 4

DEPARTMENT OF DEFENSE
DEPENDENTS SCHOOLS

presents

(Recipient/SSN)

School/District or Area Office))

witha

SUPERVISOR’S CASH AWARD

In the net amount of $
for a contribution deserving immediate recognition

(brief description of accomplishment)

Recommending Official

Approving Official

DS Form 5506 ' 1-4-1



DODEA Regulation 5451.9
Encl 1, Attach 5

DEPARTMENT OF DEFENSE
EDUCATION ACTIVITY

presents

(Recipient/SSN)

(Division)

with a

SUPERVISOR'S CASH AWARID

In the net amount of $

for a contribution deserving immediate recognition

(briefdescription of accomplishment)

—————

NO Vo €8N I-S']



DODEA Regulation 5451.9
Enclosure 2

SUGGESTIONS

Employeeswhose submitted suggestionsare approved and adopted are Eaid monetary
awards if their suggestionsresult in measurable savingsto the government, such as areduction In
workhours, materials, supplies, cost, or an improvementin service. However, the first-year
tangible benefit must be more than$250 for amonetary award to be approved.

A. Limitations. Somesuggestionsare excluded from the program. These include suggestions
that specify the need for routine maintenance work, recommend enforcement of existing policies,
call attentionto errors or alleged violationsto regulations, propose an employee service or
benefit unrelated to productivity, or propose changes in working conditionsfor personal comfort.

B. Pracedures. Suggestionsshould be submitted using DS Form 5503, "Employee Suggestion,”
Attachment 2-1-1, and continued on a separate piece of paper if needed. The form should
cotaina complete and factual explanation of the sugdqestlon including the present practice, the
suggested change, where and how it may be used, and the benefits to be derived from adoption.

1. Ifthe sug%estion is specificto the school or office, it shall be submitted to the immediate
supervisor or other official Withinthat office or school. That individual will either adopt or
disapprovethe squgestlon using DS Form 5504, ""SuggestionEvaluation,”" Attachment 2-2-1, and
forward it to MER.

2. If the suggestion has wider applicability, it shall be submitted direct(ljyto MER. MER vill
send out the suggestion to the appropriate evaluating office Within 5 workdays of receipt. Using
the DS Form 5504, the evaluating office has 20 workdays to analyze, adopt, or disapprove and, if
applicable, determine the amount of the monetary award. If the evaluating office is outside the
DoDEA, that office has 30 calendar daysto evaluatethe suggestion.

3, The amount of the monetary award for an approved and adopted suggestion shall be based
on the award scales in Attachment 1-1-1and 1-2-1.

4. MER will forward suggestions involving cash awards not exceeding $2,500 to the Chief,
DoDEA Personnel Center, for approval. For awards of $2,501 to $10,000, the Director, DoODEA
approvesthe award. An award recommendation in excess of $10,000 will be submitted through
the Director, DODEA ,to the ASD(FMP) for approval.

Attachments - 2 _
1. DS Form 5503, "Employee Suggestion”
2. DS Form 5504, "SuggestionEvaluation™

2-1



DODEA Regulation 5451.9
Encl 2, Attach 1

EMPLOYEE SUGGESTION

SECTION | - GENERAL INFORMATION
: (ee reverse for instruceanas)

1. Name of Suggester (Last, First, Middle Inltal) 2. Positica, Titke, Grade and Social Security Number

3. lastaliation or Activity ) 4. Orguaization $. Office Phooe
i

1 Subjecs ol Suggeation

'nnaeeepunu by me of a cash award oc cther form of recognition for this sugpestion shall condtitae an sgresmeat that the ues of the sugpestion by
the United States sball oot form the basis of a further claim of any sature apoa the United Staics by me, my heirs, or assigns.

7. Doesthe sugpester want his/her pame used with the sugpestioa? 3. Dats

Yes __ No
31 3

9. Sirnature of Surrester 10. Dete

1. Suggestion Number
ECTION II - SUGGESTION ¢
, | believe this suggestioa will (x all that apply)
s. Save Time b. Save Material ¢. Improve Methods 4. lmprove Saloty
¢. Simply Work {. Oxber (Specify)

.Ducrbdon(bacﬂb:hmmd«adwm“qﬂmjordwwe or lmprovemers.  Include wiere snd how Ut can be used, and ldendify exsimate
sangibleAniangible benefics which would resuls from adopdon.)

(Use addisional sheess |f necessary)

SECTION III - SUGGESTION ACKNOWLEDGEMENT] !- Suggestion Number aad Subject

l. Thank you for yous suggestion. hhnbm_udpdtnabcmnu«ioumub«:. Careful consideration will be givea your suggestion aad you will be
kept advised as o the acticn taken. Your interest in prescoting this idea is apprecisted. .

3. Signature of Personoel Center Represcatative 4. Dele Signod

5. Reaun 10: (Please print your name and office or home address where you ward an achrowledgemens sent.)

DS FORMSS503




DODEA Regulation 5451.9
Encl 2, Attach 2

. SUGGESTION EVALUATION

(Use of this form 1s prescribed by DS Regulaton 3451.9)

TO: (nclude ZIP Code) FROM: (Include ZIP Code)

1. Suggestion Tile
3.

2. Suggestion Number

ACTION TAKEN OR RECOMMENDED
s. Approved for Adoptioa || Toully [ Postatty oc wih ModiScation (cxplaia fn hemm §
Dete suggestion was o will be put into effect: ] Recommncod consderstion for wider appBcaton s indicated fa icm 4
b. Alresdy in use oc uoder considentioa (Explain bn liem J,Nbduuﬁdwrﬂtmdumw”kdahq-q.)
c. Not spproved for sdapioa for reasons shown ia em 4

d. Rocommend .dcpt’non.hltppmdndv’thhjuﬁn&cﬁooo(th office. (Explain ia liom 4.)
¢. Ocher (Speclly In liom 4)

4. Reasocs for action taken of recommended. Include nwuwwmumww\dﬂhw ol adopted.
(Umnwhneodcd.un-dd'ﬂoulm.)

S . BENEFITS (Complete for g pdooted 0 S~
EJTA.NGBLE (Show sctual or estimated dollar savings, uh&ulbecoaofcocvmmdﬁmyu:m)

o : otal Cost of Laboe
T

Factors Mashours Cost Pec Total Number of Coat Per Total '

@ ‘lmvolved - | Manbour Cont Units Usit Cont and Material
Method

@ CotolCocvemloNevHabod () Totl first year pet dollar beoefits a‘bornl-dd.bma]mu

Laboc

Material sS D/mw Danmmd s - 3 - 8

T“‘lmmcm Joct on eperatons, healdh, sejcry. %w“d“d#dm‘cw“ Todicete e velue of
v.[] the bencfit and the oo of applicasion. )

i () Extext of Applecstica:
m Vﬁf beneft is; D "
Hish s i Limited Brosd Exicndod Gepenl
() Explaia the factors selected in (1) and 7). Indicate smount of award recommended (or intangible beoefits.

6. Dee 7. Namc, Tile and Telepbone Exteasion of Evalustor 8. Sigoature and Tale of Respoasble Ofleial

DS Form 5504 2-9-1



DODEA Regulation 54519
Enclosure 3

SCHOOL, PRINCIPAL, AND TEACHER AWARDS

DoDEA sponsors annual Principal of the Year and Teacher of the Year awards and
participates in the National Teacher of the Year” Award program, the National Distinguished
Principal program, and the Blue Ribbon Schools program. HQ DoDEA announcesthe criteria
and time lines for the awards, organizesthe selectionprocess, and submits the nominations for
these national awards.

A. The Teacher of the Year Award recognizes an exceptionally skilled and dedicated teacher.
The recipient of this award is selected from among those who have received the DoDDS Districts
Teacher of the Year award. The chosen teacher becomes the DoDDS nominee for the National
Teacher of the Year program.

B. The Principal of the Year Award recognizes outstanding educational leadership. District
Superintendents nominate one principal and submitthe applicationto HQ DoDEA. HQ DoDEA
convenes a panel to selecta finalist, and a site visit to the chosen principal's school is normally
conducted to verify the application.

C. The Natjonal Distinguished Principal program recognizes two outstanding elementary school
principals and is based on self-nomination. Areas may submitan unlimited number of
nominations to HQ DoDEA for consideration. HQ DoDEA selectstwo of the nominees and
forwards their applicationsto the National Association of Elementary School Principals, who

choose the winners.

D. The Blue Ribbon Scheals program,,sponsored by the U.S. Department of Education,
recognizes outstandingDchools and those that are making significantand visible signs of
improvement. HQ DoDEA convenes a panel and submits four applicationsto the Department of
Education, who selects schools to receive site visits and then selects schools for national
recognition.

E. Other Awards. There may be other awards that DODEA personnel are invited 1o participate
in, such as the Presidential Awards for Excellence in Science and Math. These will be
announced as they occur.

3-1



DODEA Regulation 54519
Enclosure4

HONORARY AND CAREER SERVICE AWARDS
A. Honorary Awards
1. Procedures

_a Honorary, non-monetary, awards are availableto recognize achievementsand
contributionsby employees. They may be granted independently of, or in addition to, cash

awards. However, honorary awards are not intended to serve as substitutes for deserved cash
awards.

b. Unless otherwise stated, nominations for awards shall be submitted using DS Form
5502, "Award Recommendation Transmittal," Attachment 1-3-1.

_ _ C. Awards based on a specificact, achievement., or period of service should be submitted
within 60 days of its occurrence.

~d. Arecipientof an honorqgl award may be considered for the same award in the future
provided that the subsequent considerationis based on a different achievement or service
performed during a different period.

2. Presidential Aw: stibguis _ (il ice. Thisawardwas
establishedby E.O.10717 (reference geq}) and is the highest honor a career employee may receive
for extraordinary achievement in the federal service. The award is given onal?/ to career service
personnel or to those whose federal service, in the opinion of the Presidential Boartl, may reason-
ably be considered to be career service. The award consists of a gold medal suspended froma
blue and white neck ribbon, a citation signed by the President, and a lapel rosette made from the
ribbon on which the medal is suspended. The award recognizes individuals whose outstanding
achievements currently impact on improved Government operations or the public interest and
exemplify to an exceptional degree, imagination, courage, and high ability In carrying out the
mission Of the Government. Nominations shall be submitted through the MER Branch.
Nominating criteriaand deadlines for recommendationsshall be announced periodically.

3. DoD Distinguished Civilfan Service Award. Established by DoD Instruction 5120.16
(reference (d)), thisaward consists of a citation signed by the Secretary of Defense, a large
medal, aminiature medal, and arosette. Not more thensix competitive awards are granted
annually to DoD employees. The award is granted for exceptional devotionto duty and
extremely significant contributionsto the operation of the DoD. Recommendationsshall be
submitted by February 1 of each year throughthe MER Branch. Criteriafor submitting
regommer&d;:ltions shall be announced in accordance Wil enclosure 3, subsectionl.A., of
reference (d).

4. it _ . Established by DoD Instruction 5120.16
(reference (d?), this award is the second highest civilian service award and is given to career
civilian employeeswho have distinguishedthemselves by exceptional meritorious service of
major significance to the DoD. The award consists of a Citation signed by the Ssaetary of

4-1




Defense, a large medal, a miniature medal, and rosette. Supporting narrative justification and a
double-spaced draft of a proposed citationshall be submitted by the Division Chief, Principal,
District Superintendent, or Area Superintendentto the MER Branch in an original version with
six copies. In addition to personnel covered by this regulation, thisaward may be granted to
employees of other DoD activities or other Government agenciesfor services deemed applicable
by the Secretary of Defense. The Secretary of Defense is the final approval authority for this
award.

5. DoDEA Equal Employment Opportunity (EEQ) Award
a The DODEA EEO Awards Program is designed to recognize supervisors and managers
who deserve special honor and praise for exemplary and significant effortsand contributions that
further the goals and objectives of the EEO Program and Affirmative Employment Program.

Selection for awards shall be based on demonstrated achievements in one or more of the
following:

(1) Outstanding results in selecting or promoting members of targeted groups
consistentwith merit principles.

(2) Outstanding efforts or sypport in ensuring that memoers of targeted groups receive
educational opportunitiesor training.

(3) Outstanding accomplishments in using the abilities of members of targeted groups
to the fullest extent or assigning underutilized members of targeted groups to higher positions.

(4) Exemplary or noteworthy participation in organizations or activitiesresulting in
improvements in EEQ or affirmative employment for members of targeted groups.

b. Nomination Procedures

(1) Nominations shall cover the period from October 1through September 30and shall
be submitted by the HQ DoDEA or DoDDS Division Chief, Area or District Superintendents to
the MER Branch by November 1.

(2) A narrative description of the achievementsof each nominee is not to exceed two
typewritten pages and shall include the following information:

(a) Facts supportingthe achievements.
(b) Results obtained in a specificendeavor.

(c) Period covered.




(d) Statistical data, when appropriate.

C. Selection of Winners. An ad hoc committee shall be established by the EEO Officerto
review nominations and submit final recommendations to the Director, EEO, for selection and
notification of final winners. Award winners shall receive a Certificate of Achievement signed
by the Director, EEO, along with an engraved plaque.

6. Other Awards. A variety of other awards are presented by non-Government organizations
or organizationsoutside the DoDEA for which competition is opened to all government
employees or those Withiin a particular career field. The Incentive Awards Program Manager will
announce the nominating procedures for these awards as they are received. These awards
include:

a Arthur S.Flemming Award. Annually sponsored by the Junior Chamber of Commerce
of Washiington DC, this award recognizes federal employees under the age of 40 who have made
significant contributions to the Government.

b. William A, Jump Memorial Award. Sponsored by the William A. Jump Memorial
Foundation, this award is presented to a federal employee who has not reached 37 years of age
and whose performance demonstrates outstanding competence, integrity, interest in public
adminfstration, qualities of leadership, and close adherenceto the basic principle of enlightened
public service.

c. Financial Management Awards. Sponsoredby the Washington Chapter of the Federal
Government Accountants Association, these awards recognize outstanding achievementin the
improvement of financial management in the Federal service.

7. Recognition Letters. Outstanding contributionsthat do not meet the criteria for monetary
or honorary awards may warrant presentation of letters of commendation or appreciation.

a. | etters of Commendation may be used to commend an employee for unusual work
performance or an act or service which clearly exceedsthat normally expected. Letters may be
awarded for any unusual achievement or performancewhich does not meet the criteria for
monetary or honorary recognition but is sufficiently valuable to warrant official commendation.
Suchinstances include, but are not Iinrted to, an adopted suggestion for which the employee is
ineligibleto receive a cash award because of job responsibility; superior work performance while
on special assignment; or exceptional participation in civic or professional activitiesrelated to
official employment. Letters of commendation should contain acomplete and concise descrip-
tion of the work performance, act, suggestion, or service being recognized. They should be
signed by the school Principal, Branch Chief, or an official of at least an equivalentlevel. Letters
of Commendation may be filed in an employee's Official Personnel Folder (OPF).



b. Letters of Appreciation may be given at any time to express appreciationto an
employee for work performance or an act or service which is above that which normally would
be expected. They are appropriate for recognizing performance while on special assignment or
during short periods where an unusual work situation or other emergency exists, or contributions
o civic or professional activities related to assigned duties, such as speaking or participating in
conferences. The lettersmay be signed by the immediate supervisor, higher-level supervisor, Or
any individual having knowledge of the servicesrendered. Letters of Appreciationare not filed
in an employee's OPF.

B. Career Service Awards

1. A Certificate of Service, along Wi the standard federal career service emblem, will be
used to recognize long and faithful service and to stimulate an employee's pride and interest in
his or her organization and the Federal career service. The award will be presented to an
employee who completes 10years of satisfactory federal service and thereafter for each 10year
period. Total Federal civilian and all honorable military service is creditable towards eligibility
for career service awards.

2. The Personnel Management Teans shall identify employeeswho are eligible for career
service awards and provide certificates and pins to the office of assignment. A career service
award in recognition of 10, 20 and 30 years of service shall be awarded by a DoDEA
representative of at least the School Principal or Division Chief level. An award recognizing 40
and 50 years of service shall be presented by a representative of at least the Area Superintendent
level. Presentation ceremonies shall be arranged by the offices in which the eligible employees
are assigned.
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DODEA Regulation 5451.9
Enclosure 5

TIME-OFF AWARDS

Time-off from duty may be approved in accordance Wil reference (f) to employees
without the loss of pay or charge to leave, in recognition of one-time, nonrecurring accomplish-
ments or other personal effort that contributes to the quality, efficiency, or economy of
Government operations.

A. Eligibility. DoDEA employeesin the TP pay plan and those who are serving on
appointmentsof 1year or less are not eligible for Time-Off Awards.

B. Limitations

1. The total amount of time-off which may be approved to full-time employees during any
one leave year is 80 hours. The meximum award that may be approved for part-time employees
Is the average number of hours of work in the employee's biweekly scheduled tour of duty.

2. The maximum amount of time off which may be approved to full-time employeesfor any
single contribution is 40 hours. In the case of part-time employees or those with an uncommon
tour of du}y, the maximum amount of time off which may be a%[arqved for a single contribution
is one-halfthe maximum amount of time that could be granted during the leave year.

C. S_ghmuhndg_mmm Approved timesff must be scheduled and used within 120days after
approved, and the scheduling of its use is subjectto ap()froval by the employee’s supervisor.

Awards can neither be converted to cash payments under any circumstance nor transferred to
another employee.

D. Approval and Documentation

1. Supervisorsare authorized to approve Time-Off Awards that do not exceed 1 workday.
Awards in excess of 1 workday must be reviewed and aﬁpr_oye_d by an official atan )
organizational level higher than the individual making the initial decision, unless the award is
recommended by the Director, DoDEA.

2. Supervisorsshall completea DS Form 5507, ""Time-Off Award,” Attachment 5-1-1 or
5-2-1,describing the accomplishment, the number of hours approved, and the employee's full
name and social security number.

3. After approval, supervisors should present the original DS Form 5507 to the employee,
forward one copy to the employee's timekeeper for time and attendance recording, and forward
one copy to MER.

4. The use of approved timesff by an employee is subject to supervisory approval.

Attachment - 2
1. DS Form 5507, "DoDEA The-Of FAward"
2. DS Form 5507, “DoDDS Time-Off Award”
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DODEA Regulation 5451.9
Encl 5, Attach 1

G DY

DEPARTMENT OF DEFENSE

EDUCATION ACTIVITY
(Division/Office)
(Recipient/SSN)
Bpresented a

TIME-OFF &WARD

______ _Hour(s)
for a noteworthy accomplishment

(Brief Description of Accomplishment)

Recommending Official Date

Approving Official Date
(If more than 1 day)

Time-Off must be used within one hundred and twenty (120) days of the approval
daile.
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DODEA Regulation 54519
Encl 5, Attach 2

g DY

DEPARTMENT OF DEFENSE

DEPENDENTS SCHOOLS
(School/District or Area Office)
(Recipient/SSN)
ispresented a

TIME-OFF AWARD

_____ _Hour(s)
for a noteworthy accomplishment

(Brief Description of Accomplishment)

Recommending Official Date

Approving Official Date
(If more than 1 day)

Erne-Off must be used within one hundred and twenty (120) days of the approval
aaie.




DoDEA Regulation 5451.9
Enclosure 6

DoDEA Awards

A. The DoDEA Spirit of Excellence Awards. To recognize exceptional performance and
achievement in meeting the challenge of the organization’s strategic goals and high customer
service objectives, the Director, DoDEA, has established the DoDEA Spirit of Excellence
awards. Recipients of these awards may include individuals or groups of DoDEA employees,
including those assigned overseas, as well as other DoDEA stakeholders whose efforts on
behalf of DoDEA meet the criteria described below.

1. There are four DoDEA Spirit of Excellence Awards:

a. Level 1. This is DoODEA’s highest honorary award. It is granted to individuals or
groups for exceptional contributions of the broadest scope. Accomplishments meriting this
level of recognition are developments or improvements with systemic impact, reform or
change, whose positive impact is evidenced throughout the organization. This award is the

Eagle trophy and a citation.

b. Level 2. This is DoDEA’s second highest honorary award. It is granted to

individuals or groups for significant accomnlishments of substantial value that impact on at
least one major component of the organization. This is appropriate recognition for persons

*

named “Superintendent of the Year.” Other accomplishments meriting this level of recognition .

include significant changes or modifications to an operating principle or procedure that
contributes to the effective achievement of DoDEA’s mission. They may also include
significant management improvements and/or substantial cost saving achievements. This
award is the Globe trophy and a citation.

c. Level 3. This is DoDEA’s third highest honorary award. It is granted to
individuals for notable accomplishments that contribute to the recognition of DoDEA as a
world-class educational program. This is appropriate recognition for persons named “Teacher
of the Year” or “Principal of the Year.” This award is the Star trophy and a citation.

d. Level 4. This honorary award is appropriate to recognize accomplishments in

support of special Emphasis Programs, the Combined Federal Campaign, the Savings Bond
Drive, and similar efforts. This award is a DoDEA pin or paperweight.
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2. Nomination Procedures. Nominations may be initiated by any DoDEA cabinet *
member.

a. A nomination package for a Level 1 or 2 award must include a complete narrative
description of the service or contribution rendered that specifies the impact on the organization

and describes the level of change or improvement that resulted. Statistical information and/or
monetary savings information should be included, when applicable. The nomination package

must include a one-page citation summarizing the contribution.

b. A nomination package for a Level 3 award requires only the one-page citation
detailing the support, assistance, participation or accomplishment of the individual.

c. A Level 4 award may be recommended by a Cabinet member and approved by the
Director without action of the review team.

*
3. Review and Approval. A three-member team established by the Director for a term
of one year will review nomination packages (except for Level 4). The team will be called to
meet as required. The team will make recommendations to the Director to:
*
a. Approve the nomination as presented.
*
b. Approve the nomination as modified by the team.
*

c. Disapprove the nomination for the reasons specified by the review team.

B. The Linda Brooks Award for Excellence. This award was established in honor of an
outstanding former member of the DoDEA Personnel Center. The late Mrs. Linda Brooks was

dedicated to providing exemplary services to DoDEA and for providing outstanding customer
support. The award consists of a framed certificate signed by the Director, DoDEA, and a cash
award of $1,000.

1. Eligibili

This award is for DODEA Personnel Center specialists, assistants, and clerks, to
include those assigned overseas. Nominees must have been employed with the Personnel
Center for a minimum of 1 year at the time of the nomination.

5 Limitati

Two awards are provided annually. One award will be given to a specialist and one
to an assistant or clerk.
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Enclosure 6

3. Documentation and Approval.

a. Nominations may be submitted by any employee of DoDEA using the “Linda
Brooks Award of Excellence Employee Nomination Form,” Attachment 6-1-1 describing the
specific accomplishments.

b. Nominations will be accepted from July 1 through close of business September 1.
c. Nominations will be reviewed by a selection panel that will consist of non-
Personnel Center representatives from DoDEA Headquarters. The panel will convene during
the month of September.
4. The awards will be presented in the month of December at a DoDEA All Hands
Meeting. The name of each recipient will be displayed at a central location in the DoDEA

Personnel Center.

Attachment-1
1. “Linda Brooks Award of Excellence Nomination”
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Encl 6, Attach 1

Department of Defense Education Activity
Linda Brooks Award of Excellence
Employee Nomination

Employee nominated:

Please describe how this nominee has demonstrated outstanding customer service in each of the
elements described below. Use additional pages as necessary.

1. Specific examples of how the employee anticipates and resolves problems and goes the extra
mile to assist customers.

2. Specific improvements or innovations that the employee has developed or contributed which
enhanced the DoDEA Personnel Center’s ability to provide quality customer service.
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3. The achievements’ impact on DoDEA employees, its customers, or stakeholders.

4. In your own words please explain briefly why you believe your nominee should receive this
award.

You Name (optional) Date

kkkkokokokkokkkkkokkokkokkokkokkkokokkkkkokkokkkkkkkkkokkokkkkkkkkkkkkkkkkkkkkkkkkdkkkFkkkkkk

Acknowledgment

Form received by.

Date received
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