Employee Recognition Guidelines
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Introduction

Nothing impacts the success of a company more than the people behind it. Praise is a powerful tool that directly affects every human being’s basic need for a positive sense of self. When a person is recognized for a job well done, that person feels good about themselves and is motivated to work even harder. Recognizing team members’ accomplishments will tell them they are valued and create an environment where they feel appreciated for their contributions. And, more importantly, it will motivate employees to continually improve, to be innovative and manage CA’s resources creatively, to set high standards and goals and to work together in teams.

The purpose of this document is to provide a foundation on which individual departments can recognize employee contributions. The intention is not to view this as a compensation program but as a way to build on team members’ self-esteem, and encourage them towards increased productivity and creativity.

As learned in Leading Successfully @ CA, Maintaining and Enhancing Self-esteem and Focusing on Specific Behaviors encourages perceptions of competence in team members and their motivation to contribute is increased.

Benefits Of A Recognition Program


 All CA employees have been asked to “Do More With The Same!” With this added philosophy, a proactive approach to rewarding employees is needed to continue to increase employee morale. Employee Recognition is an essential part of any successful work environment. With recognition, an employee is given a sense of accomplishment and approval from their management.  It is this sense of accomplishment and approval that will propel an employee to want to continuously exceed their work expectations.  Results have proven that a high morale among employees is guaranteed to produce superior job efficiency.

Proven Results


The graphical image shown below was taken from the “Leading Successfully@CA” manual.
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The triangles to the left and right of “JOB” indicate an area where either a maximum contribution or satisfaction has been met. The triangle below “JOB” indicates an area where no contribution or satisfaction has been met. The triangle above “JOB” shows when maximum contribution is met with maximum satisfaction and a successful partnership is formed. By working together employees and managers can foster maximum contribution while maintaining maximum satisfaction. It is within this area that employees should be recognized for their efforts that go above and beyond the expectations of the job requirements.
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Ways To Recognize An Employee

What is a positive reward to one person may not be a positive reward to another. Some people like recognition in front of a large crowd. Others prefer intimate groups. Some people like tokens and gifts.  Others prefer words alone. For recognition to be effective, the reward must be meaningful to the receiver.

Non-monetary Recognition

Verbal Recognition

One of the most effective ways to express appreciation is often one of the most overlooked: saying thank you. Hearing thank you can mean a lot to anyone. It should be done often, and can be done privately or publicly during a staff meeting. A shy or private person may prefer recognition on a one to one basis rather than in a group. You as the manager should know your team members well enough to decide the most appropriate path to take. Mention the task, project, or behavior you want to recognize. If the recognition is given during a meeting, ask for a round of applause. To make this form of recognition even more effective ask the departments Senior Manager to personally congratulate the employee as well.

Certificate of Achievement

A tangible form of recognition such as a Certificate of Achievement can be an effective form of recognition. This visible form of recognition sends the message to others that they also can be recognized for their contributions.  A template of a Certificate of Achievement has been created and posted on the Leading Successfully @ CA web site at:

This certificate can be completed with an individuals name, printed, and presented to a deserving team member. 

Newsletters and web sites 

Newsletters and web pages are valuable and cost effective ways to recognize a team member. If your department has a newsletter or web site consider publishing your team members achievements. You can include letters of praise from customers as well as specific achievements or milestones reached by team members.

Peer to Peer Recognition

Peer-to-Peer recognition is a great esteem builder and motivator. It helps create a climate of community, support and workplace loyalty. Encourage your team members to acknowledge and show appreciation for a peer’s hard work on a specific project or over a period of time. This should not be limited to employees only within your department, encourage team members to also acknowledge individuals in other departments to foster team-building company wide. 

The most effective way to recognize one’s peers is a simple Thank You. The following links offer free thank you cards that employees can send to coworkers to say “thanks” for your help.

http://www.marlo.com/g2/thank/thanks.

http://greetings.yahoo.com/browse/Wishes_and_Thoughts/Thank_You/Appreciation/
http://www.bay9.com/greeting_cards/?category=Thank+You
Budgeted Means Of Recognition

Gift Certificates
A gift certificate with a monetary value can be presented to an individual as recognition of an achievement. Other ideas for gift certificates include lunch or dinner at a favorite restaurant, tickets to a local show, movie or ball game or a certificate for merchandise at the CA store.  The monetary value of any meal/show certificates should be enough to allow the employee to take a spouse or guest.

Team Recognition

A manager can reward a group of team members whose work on a project has been recognized by treating them to lunch or dinner. Recognizing the groups’ efforts encourages continued teamwork and fosters future cooperation.  Another suggestion is to recognize all employees who have achieved recognition in a particular time period by treating them to lunch or dinner as a group. Bringing them together as a team will foster networking and team reinforcement. 

[image: image5.png]Criteria for Recognition #
S




Categories of Recognition

Following are suggestions of contributions and achievements that may be deserving of recognition. Tailor them to your department’s particular work environment. These are only suggestions and you are not limited to recognizing an employee for only these achievements.  

Contributions/Innovations resulting in tangible benefits or savings to CA

· Qualifying a sales lead/contributing to a sale (non-sales departments only)

· Developing and implementing strategies which save money 

Individual achievement, special effort, creativity, and/or initiative 

· Improve the efficiency of administrative processes

· Simplify project processes

· Positive attitude (helpful, optimistic, a team player, keeps momentum/moral of group going)

· Mentoring (showing leadership abilities)

· Provide assistance to groups outside scope of normal responsibility to complete a project

· Ability to effectively motivate own team or other teams

· Volunteering for an extra or emergency assignment while maintaining own workload
· Producing work product of exceptionally high quality under tight deadlines
· Outstanding manager (displaying exceptional leadership abilities) 
· Most improved progress (increased moral, productivity, work efforts/achievements)
Extraordinary Customer Service/Client Commitment 

A customer includes anyone, external or internal, who is a recipient of the services provided by the employee. 
· Developing a strong relationship with the client outside the scope of normal responsibilities (excludes sales, consulting, CRO groups)

· Research and provide information to a client over and above what is readily available

· Exceptional Customer Service

· Positive client feedback (letters, emails, phone calls)

Personal Recognition

· Volunteering/Charity work

· Personal growth, i.e., completion of extended training program or certification process
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Format For Recognition

Rewarding employees when they have done outstanding work is critical to keeping them motivated to do their best. How you reward them depends on the individual as well as the significance of their accomplishment. A format for recognition has been established to ensure guidelines. The format for recognition is broken down per the current Organizational Chart. The organization should be broken down by the immediate reports to a groups Assistant Vice President or higher as demonstrated by this sample organizational chart. The Divisional Sr. Vice President may give discretionary empowerment to someone within a group. 

[image: image7.png]Assistant Vic
(or Hi

President

—_—

Manager

Supervisor





Nominating A Candidate For Recognition


Because individual groups within CA run differently and there are many different types of job functions performed, discretion of the management staff is essential to set specific guidelines for each area. This program is designed to recognize employees who go above and beyond the scope of their job requirements. Because of the variance in job responsibilities, employees who are performing within their job scope would not qualify for this program. In addition, because of potential legal liability, if an employee has performance issues in a specific area that are being handled through Human Resources they should not receive awards or recognition for another area. Below is a guideline of steps for nominating a candidate.

1. Managers make a recommendation for their team members by sending an email with the reason for their recommendation and proposed reward to their respective senior manager.

2. Senior Manager would approve recommendation and pass out the reward to the individual team member.

3. Peers can make recommendations to managers for a fellow employee and the manager would then follow step (1) shown above.

Frequency of Recognition

The frequency of recognition will be at the individual manager’s discretion. However, keep in mind that recognition offered too frequently will reduce the effectiveness. In addition, be careful that an “incentive” does not replace our expectations for an employee. Recognize that if an employee does 100% of their job 100% of the time they are performing as expected and recognize only those that exceed that expectation.
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