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BCIT Employee Excellence Awards (EEA) Program Guidelines

Effective November 17, 2025

1. Program Overview and Governance

At the heart of BCIT are the people who go above and beyond to inspire, support, and lead with purpose.
The BCIT Employee Excellence Awards (EEA) recognize those who make a meaningful difference—
whether through exceptional teaching, innovative thinking, compassionate service, or collaborative
spirit. Nominated by peers and students, these recipients reflect the voices and values of our community.

The EEA program is sponsored jointly by the Vice President Academic and Provost and Vice President,
People, Culture and Inclusion and it is administered by the Human Resources (HR) department, in
collaboration with representative Adjudication Committees (AC) and Marketing and Communications
(MarComm). HR is responsible for managing program guidelines, nominations, formation of Adjudication
Committees (AC), selection guidelines for AC’s and program communications in collaboration with
MarComm. The MarComm Events team is instrumental in coordinating the in-person spring event where
award recipients are recognized.

2. Award Categories and the Number of Awards

The EEA recognize individuals and groups (defined as two or more people that work together — a group
may be a department, team, project group, or interdisciplinary group).

The number of awards granted varies by award category and considers representation of BCIT’s main
employee groups (faculty, support staff, management/excluded, flexible learning faculty), representation
of schools and service or operations areas, and the volume of nominations received for the award
category.

Effective November 2025, the award categories include:

Award Category Individual, Who Selects the Award Number of Awards
Group, or Recipient/s? Available
Either?
Applied Research Individual AC: Applied Research
Applied Research - New to Research Either AC: Applied Research
Brian Thom Award - for Advanced Either AC Mainor ACLTC
Teaching Excellence
Inclusivity Either AC: Inclusivity
International Individual AC: International
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Leadership Individual Main AC 4 (one each for FSA, BCGEU
SS, BCGEU Faculty, and
Management)
Outstanding Group Group Main AC 4 (one each for FSA, BCGEU
Contribution SS, BCGEU Faculty, and
Management)
Outstanding Individual Individual Main AC 4 (two for academic, two for
Contribution students/service/operations)
Service Excellence Either Main AC 1
Sustainability Either AC: Sustainability 1
Teaching Excellence - Full Individual AC: a small AC from each school. 6 (one per school)
Time Studies Composition varies by school (e.g.
one area has all AD’s, another has a
mix of faculty and management)
Teaching Excellence - Individual Same AC as for Teaching Excellence | 6 (one per school)
Flexible Learning Studies - Full Time Studies
Teaching Excellence - Open | Individual AC:LTC 1
Education Introduced in 20227 *
Team Collaboration Group Main AC
Unsung Hero Either Main AC
Wellbeing Champion Award Either AC: Wellbeing

Please note: that the Main Adjudication Committee has discretion to re-allocate awards for balancing
purposes.

3. Eligibility Criteria

e Fulltime, part time, auxiliary, and flexible learning employees including BCGEU Support Staff,
BCGU Faculty, FSA, and management/excluded. The President and BCIT Board members are not
eligible.

e An award recipient can receive an Excellence Award in two consecutive years, in different award
categories (e.g. in 2025 for Unsung Hero, and in 2026 for Outstanding Individual Contributor).
Award recipients may not be recognized, in two consecutive years, for the same award category.

4. Nominations

Nominations are accepted annually mid-November to mid-February, with award recipients being
announced and celebrated May/June.

The call out for program nominations to employees and students is done through Employee Excellence
Awards webpage, emails to all employees, the Intranet, the BCIT Weekly employee newsletter, and digital
signage across all campuses.

We encourage open and collaborative conversations around potential nominations. Sharing ideas within
departments and inviting broad input can enrich the nomination process and help ensure that
outstanding contributions are recognized. Seeking endorsements from individuals such as the nominee’s
manager, team leaders (e.g., supervisors, department or program heads), and other key colleagues can
affirm the impact of the accomplishments and build excitement around the nomination. If any concerns
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arise, they offer an opportunity to reflect, gather additional perspectives, and strengthen the overall
submission.

Preparing Your Nomination:

o Identify Accomplishments: Consider the achievements you believe deserve recognition. Were
these accomplishments achieved by an individual or a group?

o Review Award Criteria: Review the Employee Excellence Awards Criteria and choose the
category that best reflects the accomplishments you want to highlight, ensuring it matches
whether the award is intended for an individual, a group, or either.

e Strengthen Your Nomination:

o Gather Feedback: Collect comments from multiple peers or students who have
observed the nominee’s achievements. Ensure feedback clearly describes how the
nominee meets the award’s specific criteria.

o Reach Out beyond Your Department: Seek additional support from multiple BCIT
departments, external partners, or community groups. Ask for comments or letters that
address the specific award criteria.

o Provide Specific Examples: Use concrete examples to demonstrate how the nominee
fulfills each criterion. Aim for authentic, detailed comments that reflect the nominee’s
unique contributions—avoid generic or Al-generated language.

Submitting a Nomination through ServiceBCIT:

Submit an Employee Excellence Nomination

1. Choose the award category for the nomination (e.g. Service Excellence, Teaching Excellence etc.)

2. Choose the award type: individual or group (where the term group is used to refer to two or more
individuals that are part of a team, department, or interdepartmental group).

3. ldentifying Group Representatives

e You may hame up to 15 representatives for a nominated group.
e |fthe group has 15 or fewer members, list all individuals.
e |fthe group has more than 15 members, select up to 15 representatives who can speak
on behalf of the group.
Example: If a project team includes 40 people from four departments, you might
choose:
e One group leader from the main sponsoring department, and
e One representative from each of the other three departments.

4. Provide Nominee Information: list the nominee’s name (for individual nominations) or the names
of group members. The lead nominator may be different from the person submitting the
nomination—for example, an administrative assistant can submit on behalf of a manager, who is
named as the lead nominator.

5. Provide the names of additional nominators if applicable.

6. Select the criteria you are highlighting in your nomination and provide unique examples. The
comments must be a minimum of 50 words and maximum of 250 words.

7. You may attach additional documents, such as emails of support, published stories, or external
letters of support to the nomination. Please use discretion here. It is preferable to incorporate all
comments into the main nomination form, where possible.
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8. Nominations do not need to be completed and submitted all in one sitting. Select Save as Draft if
you need to complete the nomination and submit it later.

9. When your nomination is complete, select Submit. You will receive an auto-generated email
confirming your nomination is submitted. You will be able to view the status of your nomination in
the platform.

10. The status process is as follows:

e New, Submitted

o Reviewed Complete; meaning all required information is submitted

o Reviewed-Incomplete; meaning some information is missing or unclear and HR
Administrators follow up with the nominator, as required

o Under Committee Review; meaning the nomination has been forwarded to the AC, and
nominations are under review.

11. Following this step, nominators may not access nominations. Nominations will be closed and
administrators will update statuses to Closed-Award Recipient or Closed-Nominee.

12. Communications to nominees, award recipients, nominators and managers are then cascaded in
April.

Nomination Administration

HR will communicate with nominators and provide feedback where upon initial review: a nomination is
deemed weak and more examples/explanation will strengthen the nomination; a nominee cannot be
considered in the award category submitted, because they were previously an award recipient in the
same category; and/or another award category may be more appropriate.

Nominees’ Eligibility
The EEA program celebrates peer recognition, with adjudication committees selecting recipients based
on thoughtful and well-supported nomination comments. To ensure the integrity and credibility of the

program, nominees’ names are shared with managers and Labour Relations before being reviewed by
adjudication committees.

It is uncommon for a nominee to be excluded from consideration. Exclusions only occur in exceptional
circumstances, such as when there are recent, significant, and relevant performance, behaviour or
disciplinary concerns. In these rare cases, decisions are made carefully and collaboratively, with input
from the nominee’s manager, HR Business Partner, Labour Relations, and other relevant parties as
required. The goal is to recognize and celebrate excellence across our community, and eligibility
exclusions are rare.

5. Evaluation Criteria and Selection Processes

There are unique award criteria for each award category and these are specified in the Employee
Excellence Awards Criteria.

Nominees, within each award category, are selected by an adjudication committee, who refer to the
Employee Excellence Awards Criteria. The adjudication committees vary in size and composition. The
award categories that have a specialized focus (e.g. Applied Research, Inclusivity, Teaching Excellence,
Sustainability, and Wellbeing) have subject matter experts in the relevant field. The other awards are
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selected by a Main Adjudication Committee, that has representatives from different employee groups,
schools, service and operations areas, and levels of leadership.

Adjudication Committees (AC) Guidelines Specify:

e Each nomination should be reviewed separately, with consideration of how well the award
criteria are met.

e Use of scoring rubric, to aid evaluation of nominees, is recommended. Anindependent review of
each nomination and completion of the rubric, prior to group sharing and discussion is
recommended.

e Thereis no obligation to select an award recipient. When nominations do not meet established
criteria or a nomination is weak, it is acceptable to not put forward a recipient.

If you would like more information about the AC’s or you are interested in joining an AC please contact
the EEA Program Team employee_recognition@bcit.ca.

6. Recognition and Rewards

Award recipients are announced through Institute communication channels such at the BCIT website,
the SharePoint Intranet, BCIT Weekly, and various news story features.

Individuals receive a physical award with their name and for groups, the award has the
group/team/department’s name. Individuals receive $100 cash prize by direct deposit, and there is a
shared $500 cash prize for groups.

In May/June, there is an in-person EEA event for award recipients, nominators of the award recipients,
managers of award recipients, and leaders within award recipients’ areas. The event is an opportunity for
the community to collectively celebrate achievements, and for award recipients to be recognized.
Recipients receive their excellence award and are photographed.
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