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Germanna Community College Employee Recognition Plan

1. Purpose:  

1.1 
To identify programs and tools available to the employees,   administration and supervisors/managers at Germanna Community College which individuals or teams can be recognized for their extraordinary contributions, outstanding performance, and continuous service with the college and Commonwealth of Virginia.

2. Policy
2.1   
The employee recognition plan recognizes College staff for their commitment and contributions serving the college community and the growth and development of our students.  It is accepted, that employee recognition is one of the keys to successful employee motivation and the range of recognition can be from a verbal thank-you to a formal monetary award.    Following are some basic understandings of employee input that are the foundation of employee recognition plan.

To have control over their work to include an ability to influence decisions

or at least have their input solicited, clear and measurable goals, responsibility for a complete task or at least information about how their part will impact the finished product and to be recognized for their achievements.

To feel a sense of belonging: including receiving information and communications on a timely basis.   Have access to information about management’s process and formulas for decision making, team meeting opportunities and public records of work accomplishments.

Opportunities for growth and development:  To include training and education, employee development plans/career paths, opportunities to participate on a team, cross-training, opportunities for peer interactions and visits to other similar workplaces.

Leadership: to feel that the job/department expectations are clearly defined and continuous feedback either individually or to a team.
3.  Definitions/Guidelines
3.1 De minimis fringe benefits- are defined as so small that accounting for them would be unreasonable or administratively impracticable.  They are provided on an occasional basis and small in amount.  Benefits exceeding $100 in value cannot be considered de minimis.  Monetary awards qualify as de minimis only if they are for meals or transportation for employees working overtime.   Examples may include non-refundable gift certificates, movie tickets, desk items, clothing items, tools, equipment, flowers or plants.

3.2 Immediate recognition-Provides recognition at any time for demonstration of behaviors and values of the organization, contributions to the goals and objectives and to reward individual or team accomplishments.  Examples may include:  teamwork, special project, new or improved business process, exemplary effort, employee appreciation.

3.3 Monetary awards-those rewards paid by cash, check, money order, direct deposit or any item that can easily converted to cash, such as savings bonds or refundable gift certificates. The total of monetary and non-monetary awards shall not exceed two thousand dollars ($2,000) per employee per year.  

3.4 Non-monetary awards-awards include non-refundable gift certificates, meals, trips, plaques, trophies, certificates, desk items, cup/mugs, and items of clothing and other items such as tools, electronics, radios, sports equipment and timepieces.

3.5 Formal and/or Planned recognition- An organized pre-arranged way of acknowledging contributions and accomplishments.  This may include:  Service Awards, Annual or planned employee appreciation events, individual or team awards which reward levels of recognition.

3.6 Recognition Leave-defined as paid time off from work awarded to an employee to recognize the employee’s contributions to the overall objectives of the college or state government.  Recognition leave from 1 hour to a maximum of 5 days (40 hours) can be awarded to classified employees.  Faculty and wage employees are not eligible for this form of recognition.  Recognition leave will expire 12 months after it is awarded. 

3.7 Tax implications-All monetary awards (regardless of amount) are considered income for the employee and will be taxed accordingly.  Non-monetary awards may also be subject to tax

3.8 Team Recognition-recognition given to a group of employees who collectively accomplish a goal or complete a project or event.  All members of the team shall receive equal awards, regardless of their employment status or years of service.

4.0 Procedures
4.1 Presidents Council Award is a monetary award in recognition of outstanding efforts made towards the accomplishment of Germanna’s strategic planning and agency goals.  This award will be given twice a year at fall and spring convocation. 
Eligibility:  
All full time faculty, classified and wage employees.   The award may be given to an individual, team/work group or a department. 

Procedure:
Supervisor’s or managers shall submit a nomination form to their President’s Council member for approval.   (See nomination form).  For team or department nominations, one form can cover multiple individuals.

Nominations for Fall Convocation must be received by July 1.  

Nomination for Spring Convocation must be received by November 1.

Awards:
Presidents Council shall review the nominations and make a selection.  Recipients will be notified in writing and the award presented at the appropriate convocation.

Funding:
Dependent upon annual budget amount.  Source of funds will be annual departmental contributions at 0.6% of   personnel budget. (FT and Wage) 

4.7
Immediate Recognition Award Immediate recognition awards are a tool for managers and supervisors to reward excellent individual or team performance.   This may include but not be limited to completion of a project, interdepartmental cooperation, exceptional teamwork, excellent customer service or positive attitudes.   The methods available are monetary, non-monetary or recognition leave.  
Eligibility
All full-time faculty, classified or wage employees based on chart below.  

	Employee Classification

	Monetary Award
	Non-monetary award
	Recognition Leave

	Wage Employees
	Yes
	Yes
	No

	Classified Employees
	Yes
	Yes
	Yes

	FT Faculty
	Yes
	Yes
	No


Procedure:
Supervisors and Managers may access these tools by completing an Immediate Recognition Award Form-available from the Human Resource Manager.   This request must be kept confidential until the review process is completed and the award is approved.   The guidelines are outlined below for determining the level and types of awards that may be given.  

	Level of Recognition
	Reward Value
	Approval needed
	 Frequency per person/per team
	Taxable?

	1
To recognize a superb job on a project or task or activity including outstanding support of day to day operations or for suggestions to improve business processes or customer service
	No monetary value (Notice of Extraordinary contribution)
	Yes-from reviewer
	As often as appropriate
	no

	2
To recognize sustained outstanding achievement or contributions above and beyond standard job requirements or for suggestions to improve business processes or customer service
	Up to $50 cash award, Non-monetary-de minimus*, recognition leave up to 8 hours.
	Yes-Dean or Vice President
	One time per fiscal year
	See de minimus definition

	3

To recognize a major extraordinary achievement and or extraordinary contribution requiring maximum effort that significantly impacts customer service and productivity that is not likely to repeat itself.
	Cash Awards of $100.00-$400.00 or  Non-monetary awards of similar value, recognition leave from 9-40 hours
	Yes-Dean or Vice President
	One time per fiscal year
	Yes


Funding
Each Supervisor and Managers will have available .05% of their annual personnel budget to fund these awards.  

4.8
Service Recognition A certificate and gift item presented to employees in recognition of completion of each 5-year increment of state service.    Service awards presented at fall convocation are for those employees who reached their increment between January 1 and June 30.  Service awards presented at the spring convocation are for those employees who reached their increment between July 1 and December 31. 


Employees who reach their 5 year anniversary are given a certificate and a coffee mug with the emblem of the commonwealth.  Employees with 10 or more years of service will be contacted by the Human Resource Office and offered a selection of gift items appropriate to their service increment.   Funding for these items is included in the Human Resource annual budget. 

4.9
Other Employee Recognition Events or Policies 

· Annual Employee Appreciation Event- A holiday party or other appropriate social event planned organized by a staff committee.  Funding for the event is included in the Recognition Program funding plan. 

· Employee Suggestion Policy-This program is designed to recognize and reward employees for the adoption of suggestions that improve the operations of the College and/or state government.  The implementation of the suggestion must result net revenue savings to the agency or state government.  The amount of the award and other guidelines are set forth in DHRM policy 1.21-Employee Suggestion Program.
· On-going Recognition/Informal strategies-While formal recognition and rewarding employees is important studies have shown that on-going less tangible rewards are critical to work satisfaction.  To that end, Supervisors are a key ingredient in implementing and continuing informal recognition.   Employees will be motivated by different methods, it is important for the supervisors to recognize this and tailor their approaches to the individuals.
and will b Additional information about these strategies is included in the Supervisor/Manager Employee Recognition Toolbox.  Some examples of informal recognition are:  
Welcome to the Team Banner put on the employees first day.

Written thank you notes

Acknowledgement of an accomplishment article sent to the Pilot.

On-line greeting card

Virtual flowers or gifts.

A “simple” verbal thank-you

Department lunch for birthdays 

Monthly birthday celebrations

Conducting a meeting outdoors in nice weather

Bringing in pastries or popcorn to share

· Monthly birthday celebrations-Coordinated by individual departments, a monthly celebration will be held at each campus to acknowledge those employees who have a birthday.   The Executive Assistant to the President will maintain a sign-up sheet on a shared directory.  Funds will be provided by the Employee Relations Account and will be limited to $50.00 per month per campus.  Annual total cost is $1,200.
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