
      

 

CEHD SAC Standard Operating Procedure (SOP) 

CEHD Staff Advisory Council (SAC) Staff Awards 

Purpose: This SOP describes the SAC Awards and review process.  This SOP should be 
reviewed annually and applicable changes made.  Any changes should be voted on by the 
full SAC and tracked below. 

1. Awards and Nomination Process:  
i. As per the CEHD SAC bylaws, current voting members of the SAC are not eligible 

to receive a SAC award during their term. 
ii. The SAC Award categories and amounts are determined by the SAC with 

consultation from the CEHD Dean’s Office.  
iii. The Awards process is managed by the SAC Chair, or designees.  

i. Any designee should be a member of the SAC. 
iv. The Award competition is held annually and must be completed by the end of the 

current fiscal year.   
v. The call for nominations is distributed via email to the CEHD Staff late in the 

Spring semester (April - June).  The deadline for nominations is determined by the 
SAC. The deadline for nominations can be extended one time, as needed. 

vi. Eligibility criteria and scoring rubrics for each award are determined by the SAC 
and made available at the time of the call for nominations.  

vii. Applications are received electronically in a format decided by the SAC. 
viii. Awardees should be determined by July 1st unless there are mitigating 

circumstances which require additional time. 
ix. HR should be notified by July 10th to ensure the awards are distributed in the 

correct fiscal year. 
2. Awards Committee Selection: 

i. The Awards committee members will be selected from current SAC members 
and past award winners starting with the most recent awardees.  If needed, the 
membership may include awardees from other years. 

ii. The Awards committee shall consist of 5 members (SAC + Past Award Winners). 
3. Awards Review Protocol: 

i. The SAC Chair, or designee, will provide the nomination packets to each award 
committee member prior to the Selection Meeting. 

ii. The SAC Chair, or designee, will provide the scoring rubrics and instructions to 
each committee member. 

iii. Each member will independently read and score nomination packets using the 
scoring rubrics and return scores to the SAC Chair, or designee.  



      

 

iv. The SAC Chair, or designees, will compile all scores. 
 

4. Awards Selection Meeting: 
i. The Selection Meeting will be proctored by the SAC Chair, or designee. 

ii. The Awards committee shall meet at the time and place designated by the SAC 
Chair, or designee. 

iii. The proctor will not vote on awardees or score nominations.  The proctor will 
provide the committee with access to the summarized scores and answer any 
administrative questions. 

iv. The Awards committee will discuss the nominations and select awardees. 
v. To maintain confidentiality, the Awards committee will be provided with 

temporary access to the summarized scoring document/s (whether physical or 
electronic).  All documents (physical or electronic) will be returned to the proctor 
when the committee completes the selection process. 

vi. The process ends when the committee has selected all awardees. 
5. Conflict of Interest or Recusal: 

i. An Awards Committee member may recuse themselves from the discussion of a 
nominee at any time if they feel that they cannot be impartial. 

ii. If an Awards Committee member is nominated in an award category, they must 
recuse themselves from the discussion of that award. 

iii. An Awards Committee member or proctor should participate in the selection 
process (as per their role) of all awards for which they are not nominated, unless 
5(i) is true. 

6. Awards Announcement: 
i. The SAC Staff Awardees will be announced at the CEHD SAC Annual Staff 

Conference and through other means as appropriate. 
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