      EMPLOYMENT SERVICES FIELD INSTRUCTIONS (ESFI) # 01-04

     WORKFORCE INVESTMENT ACT FIELD INSTRUCTION (WIFI) # 02-04

     DATE:

August 6, 2004

     TO:


Job Service Directors




WIA Directors




Local Veterans Employment Representatives




Disabled Veterans Outreach Program staff

SUBJECT:
Incentive Awards For Identified Staff for Exemplary Services, etc., to Veterans as Defined By Title 38 U.S.C.




REFERENCE and

BACKGROUND:
The following reference information is taken from Veterans Program Letter Number 08-03:
P.L. 107-288, The Jobs for Veterans Act, establishes the requirement for "performance incentive awards for quality employment training and placement services" to be administered by States. The intent is to a) encourage the improvement and modernization of employment, training, and placement services for veterans, and b) recognize eligible employees for excellence in the provision of such services, or for having made demonstrable improvements in the provision of services to veterans. It is intended that awards be granted to individual recipients on a cash basis, however non-financial incentives may be awarded in lieu of, or in combination with cash awards as outlined in an approved State Veterans' Services Plan. 


Eligibility will be interpreted to best recognize the individuals who put forth extraordinary and commendable efforts on behalf of veterans. Eligible recipients of State Employee Performance Incentive Awards are Disabled Veterans' Outreach Program (DVOP) specialists, Local Veterans' Employment Representative (LVER) staff, and any other employees providing services to veterans under WIA and Employment Service delivery programs as defined in P.L. 107-288, Section 4112.

Selection criteria for award recipients must be based on performance or activities during the program year for which the award is given. Ineligible recipients include entities and federal staff. Although entities are not eligible recipients, States are not restricted from awarding individuals in an office, unit, or area where performance warrants recognition under a State's incentive awards program.
ACTION TO

BE TAKEN:
The current incentive award period is from October 1, 2003 through September 30, 2004, with all award nominations due no later than September 30, 2004.  The Department of Labor, Licensing and Regulation will use the skill and expertise of the State Department of Budget and Management in making this Awards process successful.

 
Performance Awards and Incentives

In accordance with USDOL VETS guidance, Maryland has established a program for performance incentive awards for quality employment training and placement services in order to:

(1) encourage the improvement and modernization of employment, training and placement services for veterans, and 

(2) recognize employees for excellence in the provision of such services, or for having made demonstrable improvements in the provision of such services to veterans.

Maryland will follow the VETS directives and will develop a fair and equitable performance incentive awards system. 

Application packets, with nomination forms, have been developed and are attached to this Field Instruction.  They will also be distributed to all One-Stop and community partners eligible to nominate candidates.  
Funding

Maryland has designated $29,710.00 or 1% of the FY 2004 veterans grant to be available for monetary awards to selected individuals, in accordance with Section 10-204 of the Labor and Employment Article of the Maryland Annotated Code concerning incentive awards to state employees.

Expected Outcomes
Maryland expects an increase in services to veterans by our partners, innovative approaches to servicing veterans, expanded program integration, increases in performance outcomes and more advocacy within the employer community.  We also expect that staff will:

· recognize the needs of hard-to-serve veterans,

· improve policies and procedures related to veterans’ services,

· improve the promotion of services to veterans by rewarding innovative outreach strategies, supportive services, case management and job development, and

· develop new systems or procedures that will increase collaboration and improve performance outcomes.

The incentive program will bring attention to veterans as a group with special employment needs and will reinforce the special federal regulations that support priority of services to veterans.

Criteria for Nomination and Selection  

· Eligible recipients are Disabled Veterans’ Outreach Program (DVOP) specialists, Local Veterans’ Employment Representative (LVER) staff, and other One-Stop employees providing services to veterans under WIA and Employment Service delivery programs, as defined in P.L.107-288, section 4112. Individuals may be employees of Maryland State government, Baltimore City, county government, or a contracted One-Stop operator paid directly with WIA funds.  Non-State employees must be eligible to receive performance incentives, as governed by local ethics laws and regulations.  

· Award recipients must be individuals.  Neither teams, entities nor federal staff are eligible for awards.
· An employee is eligible for this award in the federal fiscal year in which the service is provided.
· An employee may only receive one incentive award in any twenty-four (24) month period.
· Individuals who serve on the nominating/review committee are not eligible for an award in the federal fiscal year during which they serve.

· Nominees must provide a recognizable service that is outside ordinary job expectations and clearly demonstrates extraordinary and commendable efforts on behalf of veterans and other eligible persons.  This includes ideas that are implemented to improve the system, improve services to veterans, improve performance, reduce time or cost, or promote collaboration. It may include outstanding outreach or placement efforts on behalf of veterans, or extraordinary community relations efforts to increase the awareness of veterans’ issues. Note: If performance measures are improved, the performance period must be identified. 

Award Categories include:

· PERFORMANCE EXCELLENCE-award to recognize a qualified employee for exceptional performance relating to services for veterans or other eligible persons that surpass the normal requirements of the job. The employee's overall contribution to the attainment of performance goals or to the mission of DLLR’s Division of Workforce Development (Veterans Program) must be documented.

· INNOVATION-award to recognize a qualified employee for making an innovative change or modification of an operating principle, procedure, service or process that demonstrably benefits a veteran or other eligible person.

· QUALITY IMPROVEMENT-award to recognize a qualified employee for making improvements to an existing product, service, process or system that contributes to improving services to veterans or other eligible persons or results in system efficiencies.

· PUBLIC SERVICE-award to recognize a qualified employee who made a substantial contribution to the provision of veterans’ services outside the standard work environment (i.e. within the department, community or local jurisdiction.)

· SPECIAL ACT-award to recognize a qualified employee for a personal act, service or other achievement, accomplished within or outside the regular job assignment, that significantly exceeds normal expectations and contributes to the improved employment of a veteran or other eligible person.

· COLLABORATION-award to recognize outstanding achievement in establishing or enhancing the relationship of veterans’ staff with a partner organization.  This may include a local Veterans Service Organization or other WIA or community partner.
Nomination Procedures:

· Complete and submit a copy of the attached nomination form for each individual, as instructed.

· Confirm on the nomination form that the individual is an employee of a Veterans’, Employment Service or WIA-funded program who qualifies for this award.

· Nominations may be submitted by co-workers, supervisors, lead workers, managers, citizens, veterans or others, including Veterans’ Service Organizations, who are can document the employee’s contribution to veterans services in Maryland.

· For Non-State employees, the signature of the Workforce Investment Area Director is required, certifying that the employee is eligible to participate in this performance awards program.

· Solicitation of nominations for FY2004 will begin August 6, 2004.

· Nominations must be submitted no later than September 30, 2004 to the attention of Ray Staten, Administrator of Veterans’ Services.
Selection and Distribution of Incentive Awards

· A Nomination/Selection Committee will be established and will include individuals from Veterans’, WIA and Employment Services programs.  The selection process will include a review of the nomination packets, including verification of the nominee’s performance or activities, and may include a personal interview by the Committee.

· Nominations will be announced no later than October 30, 2004 and awards made no later than December 30, 2004.

· The Maryland Department of Labor, Licensing and Regulation/Division of Workforce Development will administer the distribution of funds

· The funds will be awarded in $1,000.00 increments to nominees selected.

· All funding will be awarded on an annual basis  

     CONTACT:
Ray Staten, Administration of Veterans’ Services, DLLR, Division of Workforce Development, at nstaten@dllr.state.md.us or 410-767-2015.

     EFFECTIVE:
August 6, 2004

      _______________________________

     Gloria Sandstrom

     Deputy Assistant Secretary

     DLLR Division of Workforce Development

DEPARTMENT OF LABOR, LICENSING AND REGULATION

DIVISION OF WORKFORCE DEVELOPMENT

VETERANS SERVICES

FY 2004 PERFORMANCE INCENTIVE AWARDS

"If you can't do great things, do small things in a great way. Don't wait for great opportunities. Seize common, everyday ones and make them great." Napoleon Hill

CRITERIA:

Award recipients are recognized for providing outstanding employment services to veterans or for improvement and modernization of their methods of service delivery. Selection criteria are based on performance or activities during the period beginning October 1, 2003 through September 30, 2004. 

SELECTION:

A panel of judges will review the nominations and select award recipients. The Selection Panel will include volunteers from public, private, and government sectors.  The selection process includes verification of the employee’s performance or activities and may include a personal interview by the Panel.  Co-workers, supervisors, lead workers, managers or citizens who are aware of the nominee’s efforts on behalf of Maryland’s veterans may submit nominations. Every attempt will be made to maximize fairness and consistency. 

All nominations must be received by September 30, 2004.  The Awards Committee will notify all nominees of the status of their nominations, verify that nominees have met performance standards, and notify award recipients and their nominators of individual selections.  The nominees are rated using the following criteria:

Summary of Achievements
50%

Creativity and Innovation
25%

Impact of contribution or service
25%

TOTAL
100%

AWARDS:

Monetary awards will be presented at a recognition event scheduled in December 2004.

ELIGIBILITY:

Eligible recipients are Disabled Veterans’ Outreach Program (DVOP) specialists, Local Veterans’ Employment Representative (LVER) staff, and other employees providing services to veterans under WIA and Employment Service delivery programs, as defined in P.L. 107-288, Section 4112.

Original completed nomination forms, including supporting documentation, must be submitted to the attention of Ray Staten, DLLR, Division of Workforce Development/Veterans Services, 1100 N. Eutaw Street, Room 209, Baltimore, MD 21201 and must be received no later than September 30, 2004.

NOMINATION FORM

(A) Type or print all information.

(B) Complete this form and attach responses to the questions below.

(C) Include letters of commendation, work samples, or other supporting documents.  
All attachments must include the name of the nominee, the office name, address, and telephone number.  Entry materials become the property of the Office of Veterans Services.

Nominee: __________________________________________________________  

                 (Name of person  you are nominating) 

Check One: ( Performance Excellence

( Innovation


( Public Service



         ( Qualify Improvement

( Collaboration


( Special Act

Office: _______________________________
( State Vets/Employment Service
( WIA

Email Address: ____________________________      FAX: _____________________

Home Address: _______________________________________________________

Title/Classification:     __________________________________________________   

Business Telephone: ______________________  Home Telephone: ________________    

Administrator’s Name and Telephone:  _______________________________________


Attach a brief response to each of the following questions. The use of “bullet points” as opposed to extensive narrative is encouraged. 

1. Provide a clear and concise description of the nominee’s achievements and how his or her efforts provided outstanding employment assistance to veterans, particularly homeless or other hard-to-serve veterans.  

2. How has the nominee demonstrated creativity/innovation in assisting veterans?

3. How has the nominee improved the system, demonstrated extraordinary outreach efforts, improved performance, reduced time or costs, or promoted collaboration and what is the long-term impact?

4. What do you consider the most significant contribution of this nominee?


NOMINATOR INFORMATION

Name of Nominator: _______________________________       Date: ____________   

Relationship to Nominee:    _____________________________________________  

Nominator’s Business Address:   _________________________________________  

Work Telephone: ________________Email Address: __________________________

_____________________________

_____________________________

Signature of Nominator




Signature of Nominee

Signature of WIA Director  (for WIA nominees only)        _____________________________     

I certify that local laws do not prohibit this employee from receiving a performance incentive award through the Veterans Performance Incentive Awards Program.
  
(     APPROVED FOR INCENTIVE AWARD



· NOT APPROVED FOR INCENTIVE AWARD


____________________________

_____________________________

Review/Selection Committee Chair


DLLR Administrator,Veterans’ Services

