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Guidelines for the Development and Implementation of Agency Employee Recognition Plans

Introduction

Making a Difference for Delaware is a campaign to recognize and reward the dedication, talents, and contributions of state employees. State government has thousands of dedicated employees Making a Difference for Delaware every day. Recognition of their contributions affects how employees feel about their work, their commitment to state and agency goals, and the quality of services provided to the citizens of Delaware.

Agency managers have a responsibility to ensure that frequent, appropriate, and effective recognition is an integral part of agency operations. Each agency should promote employee recognition by developing initiatives to focus attention on the contributions of employees while fostering pride in state service and promoting excellence and commitment in achieving agency goals.

These initiatives should provide a variety of opportunities to recognize as many deserving employees as possible and highlight the accomplishments of those who have demonstrated exemplary performance. Employees include those in merit, casual seasonal, limited term and merit comparable positions. Contractual workers are not eligible for statewide awards, but agencies are encouraged to recognize them by working with the hiring agencies and using non-State funds.

Although an awards program provides a framework for employee recognition, agencies must also work to create a culture of commitment and excellence. This includes fostering and maintaining a sense of organizational identity, high standards of performance, continuous improvement, and pride in effort and accomplishment.

Recognition is an integral part of good management and should be incorporated into management training and into accountabilities for managers and supervisors.

Recognition Initiatives

Each agency should encourage the development of creative, frequent, and effective ways to recognize the contributions of employees. Everything from kudos or a thank-you, to agency-level formal awards should be encouraged. An agency's overall recognition activities should be designed so that all employees are eligible to receive some form of recognition. Praise and appreciation should be shared regularly and spontaneously, whenever opportunities arrive.

Leave with pay may be awarded to merit employees (casual seasonal employees are not eligible) for high-level recognition including Department Employee of the Quarter or Employee of the Year for a maximum of one (1) day per award. Leave with pay must be requested and approved in accordance with statewide leave policies and procedures.
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[bookmark: page2]Agencies should consider the availability of non-monetary recognition and awards from private groups and organizations. Civic groups, professional organizations, non-profit agencies and others often provide recognition for those involved in their activities.

Recognition initiatives and fundraising should not be confused with initiatives and funds raised for other purposes such as the annual State Employee Charitable Campaign (fund-raising drive benefiting non -profit organizations) or “Sunshine Clubs” (where funds are used to purchase items such as birthday/sympathy cards, flowers etc.). All initiatives and fundraising should directly relate to recognizing employees for their work as outlined in the Agency’s Recognition Plan.

Award Expenditures

Agencies are authorized to use up to $ 75.00 per employee per year on recognition event expenditures, including gifts, space rental, and food. Agencies must use existing funding for this purpose; no additional funding will be provided.

In addition to the $ 75.00 per employee per year, agencies may use up to $200 per year of available funds to purchase certificate paper, certificate frames, and plaques or trophies for Employees of the Year, Employees of the Quarter, and other high-level awards included in approved agency recognition plans.

Agencies may also conduct goods-for-service-type fundraising activities such as bake/soup sales, ice cream socials, silent auctions, etc. to support recognition events. Raffles and other games of chance are not permitted. So as not to interfere with the State Employees’ Charitable Campaign, recognition fundraisers are limited to November through August.

There is no cap on the amount of funds an agency may raise, however agencies should avoid saving large amounts of funds and rolling them over to a new fiscal year. The purpose of this program is to spend money on deserving employees. Agencies should anticipate the amount they expect to spend each year, and when fundraising has yielded that amount, fundraising should end. Agencies should plan to spend the full amount raised each year.

Regardless of funding source, cash equivalents, including gift cards, may not be purchased to recognize employee for their work. According to IRS Publication 15 B: "Cash and cash equivalent fringe benefits (for example, use of gift card, charge card, or credit card), no matter how little, are never excludable as a de minimis benefit…."


Tracking Expenditures

Expenditures should be coded in the First State Financials (FSF) system with only exception circumstances considered. Agencies are discouraged from using petty cash and outside accounts. Agencies with outside accounts should work to move them into FSF so that that expenditures can be consistently tracked. The appropriation for employee recognition is 20428.
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If using an outside account:

· Obtain approval to use a State EIN and use one of the State’s approved banks (refer to the Budget and Accounting Manual)
· Do NOT keep cash in an employee’s office or other unsecured or unmonitored locations, even if locked up.

Agency Recognition Plans

Each agency shall develop a written plan, including any division plans, for approval by the Department of Human Resources. The plan should include a clear statement of agency commitment to recognition and accountabilities to ensure that supervisors and managers are carrying out their responsibilities.

Plans should include a description of:

· Recognition Event(s) planned for the agency and its divisions/sections, if applicable.
· Total estimated budget for all events and system for tracking funds.

· Types of non-monetary awards employees are eligible to receive.

· Award nomination criteria, procedures, and selection process.

· Click here to review a sample recognition plan.

Agency Awards

Agencies are encouraged to develop formal agency-level award programs (e.g., Employee of the Quarter or Year, Distinguished Service Award, etc.). In setting up and maintaining an awards program, agencies shall:

· Designate a recognition coordinator to coordinate the development of the agency recognition plan and promote employee recognition activities. The coordinator is responsible for understanding the mission and goals of the agency, providing vision and guidance to managers, and generating enthusiasm and support from managers as well as from employees in general. The coordinator serves as the key contact person for employees within the agency and the liaison between the agency and the Department of Human Resources.

· Establish an awards selection committee, if the size of the agency permits. The selection committee should be diverse and representative of the agency and should include employees from a variety of classifications and pay grade ranges. Committee membership should rotate regularly and consideration should be given to all sections.

· Develop selection criteria and define the nomination process. Nominations should be encouraged from any employee, for any employee, with each nomination reviewed and verified by agency management to ensure the accurateness and appropriateness of the nomination. If the size and makeup of the agency warrants, division-level or facility awards can also be established and can serve as a first step in selecting those who will then become eligible for the agency award.
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· [bookmark: page4]Publicize and promote the awards program and award recipients to the fullest extent possible, making use of newsletters, agency websites, bulletin boards, etc.

· Ensure that all employees are eligible and that no particular employee or group is favored over another. Equal opportunity to be nominated for and receive awards should be provided to all employees.

Considerations

Recognition coordinators should communicate recognition plan information to employees at all levels within the agency and should:

· Solicit input from all levels of employees in the design of recognition initiatives.

· Provide instruction for supervisors in how to provide positive, effective recognition for employees.
· Assure agency-wide publication/promotion of all recognition activities.

· Provide a method for sections to report their activities.

Submission of Recognition Plans

When updates are made to either to an agency’s plan or to the recognition guidelines, agencies shall submit updated recognition plans electronically to the Department of Human Resources, Statewide Recognition Coordinator. The purpose of the approval process is to assure consistency among plans, provide technical assistance, and to share information among agencies.

For more information contact:
Statewide_Training@delaware.gov
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Statewide Recognition Program
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Making a Difference for Delaware

Agency Recognition Plan 

[bookmark: Text1]Department:       
[bookmark: Text2]Department Head:      
[bookmark: Text6]Recognition Coordinator:      
[bookmark: Text4]Address (including SLC):      
[bookmark: Text5]Telephone Number:      
Submission Date:      
Plan Description 

Types of Awards/Criteria (include award levels and types of awards) 
[bookmark: Text7]     
Nomination Procedures (include who is eligible to nominate and who is eligible to be nominated) 
[bookmark: Text8]     
Selection Process (include selection criteria used and titles/pay grades of committee members) 
[bookmark: Text9]     
Recognition Event(s) (list all events) 
[bookmark: Text10]     
Expenditures (list expected expenditures [e.g., amount per employee per year for events, amount for service awards, etc.], and any fundraisers or events planned to raise funds to support the events listed in this plan)
[bookmark: Text11]     

Submission of Plans 
Please forward plans electronically, accompanied by an endorsement email from the department head, to the Department of Human Resources for review and approval. 
Please submit forms electronically to mailto:Statewide_Training@delaware.gov

For Department of Human Resources Use Only: Plan
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Caveats…

· As of July, 2010, savings bonds to recognize employees are not permitted.

· As of 2019, agencies are re-authorized to award leave with pay for high-level awards and spend State funds up to $45.00 per employee per year including gifts, space rental, and food. Although no additional funding has been provided, agencies may use available funding appropriate for employee recognition. Approved agency recognition plans must reflect this.

· Special recognition fundraisers should be avoided during the State Employee Charitable Campaign (September - October) so there is no competition.

· Agencies must prove legality before holding raffles, games of chance or 50/50 games. Title 28, Chapter 11 of the Delaware Code refers to games of chance for charitable organizations: State agencies are not identified in this document.

· Silent auctions and other similar activities are permitted as long as no one is giving money without receiving something in return.

· Sales of goods or services are permitted as long as goods are donated by employees. Agencies may not solicit or accept donated merchandise or services from businesses, even if the business is state employee-owned.

· Gift cards or gift certificates are not permitted for recognition awards, gifts, or game prizes, even if State funds are not used.




Please contact Tracey Connolly, the Statewide Recognition Coordinator, at tracey.connolly@delaware.gov or (302) 577-8996 if you have any questions or additional suggestions.
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SAMPLE Agency Recognition Plan                     Agency Recognition Plan       Department/Agency:     Department/Agency Head :     Address (include State Location Code):     Telephone/Fax Numbers:     Recognition Coordinator:     Plan Description     Types of Awards/Criteria (include award levels and types of awards)     1.   Employee of the Quarter Award (Individual or group of up to five)        A framed certificate of recognition signed by the Agency Head is provided to the recipient.      The certificate is presented at the quarterly staff meeting and posted on the bulletin board in the main hallway.      The individuals selected to receive the Employee of the Quarter Award shall be taken to lunch by the Agency  Head who shall be responsible for payment of that lunch.      The employee’s accomplishments will be shared on the Department’s intranet website, in our quarterly  newsletter and in a department - wide email.    2.   Employee of the Year Award (Individual or group of up to five)     Each of the recipients of the Employee of the Quarter Award shall be considered for the Department  Employee of the Year Award.        A plaque and framed certificate of recognition, signed by the Agency Head is presented to the recipient(s).      The employee(s) name is inscribed on a permanent plaque located in the main hallway of the Agency.      The employee(s) will be awarded 7.5 hours of leave with pay, which will be requested and approved in  accordance with statewide leave policies and procedures      A press release is submitted to the media for statewide dissemination.      The employee’s accomplishments will be prominently displayed on the Department’s internet and intranet  websites, in our agency newsletter, and in a department - wide email.      As soon as convenient, the Agency Head or designee shall visit and present the Employee of the Year  recipient with their certificate.      Recipient of Employee of the Year Award shall be nominated for the Delaware Award for Excellence and  Commitment in State Service (the Statewide Award sponsored by the Department of Human Resources).            Making A Difference for Delaware    
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SAMPLE Agency Recognition Plan     3.   Award for Heroism        The employee’s accomplishments will be prominently displayed on the Department’s internet and intranet  websites, in our agency newsletter, and in a department - wide email.      As soon as convenient, the Agency Head or designee shall visit and present the recipient with their certificate.      A plaque and framed certificate of recognition, signed by the Agency Head, is presented to the recipient(s).      Recipients of the Award for Heroism shall be nominated for the Delaware Award for Heroism (the Statewide  Award sponsored by the Department of Human Resources).      4.   Service Awards     Beginning at five years of service and at each five  - year milestone thereafter, employees are eligible  to receive a lapel pin featuring the state seal with the years of service noted on the pin.       Nomination Procedures   (include who is eligible to nominate and who is eligible to be nominated)     1.   Nomination Procedures for Employee of the Quarter Award :   Eligibility: All Department  employees are eligible for nomination. Contractual and temporary employees may be nominated, but are not eligible  for the Statewide Award.        An employee may be nominated for the award based on criteria such as:   a.   Exceptional accomplishment, achievement, initiative, leadership or long and outstanding State service*     b.   Innovative ideas or actions which result in substantial improvements in quality, effectiveness and  efficiency acknowledged nationally, locally and professionally in a particular job or field.*   c.   Outstanding perseverance and accomplishment against great odds and difficulties*     d.   Earned professional certification or degree   e.   Ideas that assisted the Department in becoming more efficient and effective     f.   Ideas that resulted in substantial cost savings to the State of Delaware and the Delaware Taxpayers   g.   Exceptional client service   h.   Noteworthy achievement        Recognition Quarters shall be: 1 st   (January  –   March), 2 nd   (April  –   June), 3 rd   (July - September), 4 th   (October  –   December) and coincide with quarterly staff meetings to be held in April, July, October, and January after  each quarter ends.      Nominations shall be submitted on the Employee of the Quarter Nomination Form to the Recognition  Coordinator, who is responsible for forwarding all nominations to the Department Nomination Committee  for consideration. The Committee shall select the Employee of the Quarter then submit their recommendation  to the Agency Head for approval.      Announcement of the award shall be made at the quarterly staff meeting following the quarter the award is  made.      No employee with less than “meets expectations” on his/her performance plan or under progressive discipline  shall be eligible to receive the award. Not less than three weeks before the Quarterly Staff Meetings, the  Recognition Coordinator will remind the Department employees to submit nominations for the award. Notification  of the deadline and nomination requirements shall be sent via the Department e - mail system.                Making A Difference for Delaware      
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SAMPLE Agency Recognition Plan     2.   Nomination Procedures for Employee of the Year Award:        The Department Recognition Committee shall review each of the four Employee of the Quarter Recipients to  select the Employee of the Year and then submit their recommendation to the Agency Head for approval.      Employee of the Year shall be nominated for the statewide Delaware Award for Excellence and  Commitment in State Service by January 31.    3.   Nomination Procedures for Award for Heroism:   Eligibility: All Department employees are eligible for  nomination.        Any employee in the Department can nominate an individual(s) for the Award.      The Department Recognition Committee shall review each of the nominees and then submit their  recommendation to the Agency Head for approval.      Recipients shall be nominated for the statewide Delaware Award for Heroism.      Selection Process ( include selection criteria used and titles/pay grades of committee)        The Department Recognition Committee shall be comprised of two staff members (at least one at pay  grade 10 or below) from each division and the Department Recognition Coordinator. The Department  Recognition Committee will meet to review all nominations and vote to determine the award  recipients.      The Department Recognition Coordinator will forward the Committee’s recommendation to the  Department Head for approval, and will make arrangements for a formal presentation of the award.      The Department Recognition Coordinator will write and submit recipient’s nomination for  the statewide Delaware Award for Excellence and Commitment in State Service.    Recognition Event(s) ( list all events)        Employees shall be invited to a department - wide annual picnic to be held at Killen’s Pond State  Park each summer. During this event, there will be a meal provided as well as entertainment. Each  employee shall receive a thank - you gift from the department.      Individual Sections within the Department will hold quarterly recognition events to be determined at  the Section level and submitted to the Department Recognition Coordinator.    Expenditures   (list fundraisers or events planned to raise funds to support the events listed in this plan)        Annual Department - wide event  -   Potentially, 500 employees shall attend the annual event, costing up  to $75.00 per employee including gifts, space rental, and food.  500 employees X $75.00 per person = $37,500       Miscellaneous costs incurred (plaques and engraving costs for the employee of the year [up to  $200], certificate frames for employees of the quarter [$10], and service lapel pins [$2.95 each for  approximately 50 employees per year]) = $387.50.      Fundraising events will be held to pay for individual section events and awards. Events include a  silent auction, tickets to wear jeans, and bake sales. So as not to interfere with the State Employees’  Charitable Campaign, recognition fund raisers are limited to November through August.              Making A Difference for Delaware  
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SAMPLE Agency Recognition Plan     Submission of Plans     Plans should be submitted electronically by the Agency Recognition Coordinator, accompanied by an  endorsement email from the Cabinet Secretary or Agency Head, to the Department of Human Resource for  review and approval.  Please submit forms electronically   to   Statewide_Training@delaware.gov                                                                                                                           Making A Difference for Delaware    
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Recognition and Fundraising Ideas         Recognition Ideas     Verbal "Great Job," Simple "Thank you"     Supervisor does your job for a day     Work with HR to provide flexible schedules     Share compliments from the public with employee and put a copy in their HR file     Send e - mail to upper management recognizing employee     Recognize Birthdays and Service Anniversaries     Include kudos for team or individual in weekly reports     Hold team contests, internal competitions     High fives or fist bumps     Give employee requested challenging assignment (work with HR)     Spend a day with the supervisor on his/her job     Feature employee on blog     Employees donate goods or services to give as prizes     Employee of the week/month  -   put picture up on bulletin board     E - mail thanks to whole group     During team meeting, have members share one thing they like about each  team member     Designated employee parking space     Create silly awards and/or certificates (e.g., Warm Fuzzy award)     Coordinate a scavenger hunt with trivia questions about co - workers     Award coupons to dress casually     Rotating trophy     Recognized employee gets a throne to sit on at their desk (or gets a crown or tiara)     Put mints on co - workers' desks (with a note saying you’re worth a mint to me!)     Purchase stickers to award "kudos"     Make homemade awards     Keep a box of cards for different occasions or blank ones to fill in     Hold a section/division/department party  -   can be potluck, or everyone chips in money     •   Breakfast or brunch     •   Afternoon snack     •   Ice cream bar     Handwritten thank - you card     Give out stickers or candy such as Smarties, Kudos or 100 Grand bars     Creative Awards/Superlatives  -   Best phone voice, PowerPoint designer, team player…     Computer - generated recognition forms/certificates, signed by senior leader    
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  Fundraising Ideas     Pay to dress casually… or pay to wear sports jerseys, Halloween costumes, retro  outfits, etc.     Sell drinks and snacks that are not available from the State contracted  vending machines     Offer paid services, for example, the director washes your car, someone organizes  or decorates your office…).     Can limit the number of people purchasing, but cannot raffle off the services.  (See caveats below)     Hold silent auctions (employees bid on an item, but don’t actually pay money unless  they win the bid and get something  -   see caveats below)     Sell themed items (e.g. candy hearts near Valentine's Day, shamrocks for St. Patrick's  day…)     Hold food sales:     •   Bake sale     •   Fish fry     •   Ice cream socials     •   Soup sales     •   Cookies     •   Milkshakes     •   Fruit or other healthy foods     Pay to decorate a co - worker's office (or pay insurance so no one may decorate your  office!). For instance, PHRST has a cart full of Flamingo - themed decorations which fill  the person's office!     Hold a Cutest Pet Contest (pay to submit a nomination and then pay to vote for  your favorites).     Labor turned the winning photos of pets into a calendar for the next year which they  then sold.     Sell T - Shirts, mugs, portfolios, etc.  with team logos     Sell calendars with pictures of various teams or co - workers     Hold a white elephant sale, selling used books, DVDs, magazine, children’s clothes and   other gently - used items     Coordinate singing telegrams (pay for co - workers [hopefully with some talent] to  serenade another co - worker)     Throw a party at lunch or after work with an entrance fee (e.g., $2) and play  board games, etc.     Order take out and offer to pick up and deliver items for an extra dollar or two above the  cost of the food (including tip if applicable)     Show a DVD during lunch or after work and charge an entry fee. Provide popcorn or  other snacks.  
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