
	


THE UWI ST AUGUSTINE SPIRIT OF EXCELLENCE AWARDS
ADMINISTRATIVE EXCELLENCE AWARD (GRADES 1-6)


		To be completed and submitted to the Staff Excellence Awards email 
(STA-staffawards@sta.uwi.edu) on or before 11:59 p.m. of Wednesday, 23 April 2025, for consideration by the Staff Excellence Awards Evaluation Committee

IMPORTANT INFORMATION

This award will go to the employee who has demonstrated exceptional performance in an administrative field in positions Grades 1-6 over the past five (5) years.
Nomination Process
· Full-time staff members or temporary staff members employed for over 5 years are eligible for nomination. 
· Those nominating candidates are referred to as ‘nominators’. There should be a primary nominator and a secondary nominator. 
· The candidate being nominated is referred to as the ‘nominee’.
· All nominations must be accompanied by a secondary nominator. 
· The primary nominator is responsible for ensuring the accuracy of information provided in the nomination form.
· The primary nominator should have worked with the nominee for a minimum of two (2) years.
· DISCUS is used in the form to mean Department/Institute/School/Centre/Unit/Site. 
· Only nominations submitted using the relevant Award Template will be considered.
· The decision of the Staff Excellence Awards Evaluation Committee is final. 
· [bookmark: _Hlk171937283]The Committee reserves the right to verify statements made on the nomination form and to not award a specific category based on the merits and suitability of nominations received.
· Nominations should be submitted to the referenced email 
[bookmark: _Hlk171937321][bookmark: _Hlk171938409](STA-staffawards@sta.uwi.edu) on or before 11:59 pm of Wednesday, 23 April 2025. No late submissions will be accepted.


	NOMINEE INFORMATION

		First Name:



	No. of years involved in administrative work:




	Last Name:



	DISCUS (see Important Information):



	Position:



	Employee ID Number:



	Start of Employment: Year



	Email: 





	   




	AWARD JUSTIFICATION

	Give details of significant achievements in administrative work. State concisely in what way the Nominee’s contribution made an impact on the team or organisation.


	
	

	


 
 

 

	[bookmark: _Hlk192508583]What specific achievements or contributions in administration make the nominee stand out from others in their field? (Please include supporting documents and evidence, as far as possible) 


	






	Provide examples, where possible, of the nominee’s performance in relation to the meaning of SPIRIT: Service Excellence, Phenomenal Performance, Integrity, Responsiveness, Innovation and Trustworthiness (for definitions, please see the FAQ)

	Service Excellence: 



Phenomenal Performance:





Integrity:



Responsiveness:



Innovation:



Trustworthiness:





	Statement of nomination for the ADMINISTRATIVE EXCELLENCE AWARD 
(Please summarise in a final statement why the person should be considered for this award. This statement of nomination should not exceed 1,500 words)

	









		PRIMARY NOMINATOR INFORMATION

		First Name:



	Relationship to Nominee:
E.g. Supervisor





	Last Name:



	DISCUS (see Important Information):



	Position:



	Employee ID Number:



	Start of Employment (Year): 



	Email: 










	

		Signature of Primary Nominator 
	
	Date





	

	SECONDARY NOMINATOR INFORMATION

		First Name:



	Last Name:






	DISCUS (see Important Information):



	Position:



	Employee ID Number:



	

	





	



	

	
	

		Signature of Secondary Nominator 
	
	Date
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