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Feeling Valued:  A Tool Kit for Managers
Mission Statement

The state of NH values and appreciates its employees.  We want our employees to feel positive and proud to work for the state.  The goal of this committee is to create a toolbox for agencies that is easy to use and gives a myriad of ideas to reward and recognize employees, and to give suggestions on fostering a positive work environment This recognition program does not replace the formal Suggestion and Extraordinary Service Program that the state has implemented. Instead, this is an informal program for agencies to complement that program and perhaps use for their own recognition purposes.  
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Within this program you will find many ideas, resources, links and other ways to reward and recognize employees for little or no cost to the agency.  We have also included suggestions and exercises that will foster a positive work environment to help your employees feel proud to be state employees. Our intent was to create a “toolbox” to use and/or to incorporate into a recognition program if one does already exist within your agency.  We would like to extend many thanks to the agencies that have shared their programs with us, much of which has been incorporated into this program.

We would like to give our sincere and heartfelt thanks to each and every individual that has spent the time to develop and maintain an employee reward and recognition program.  Best wishes go out to every agency for the successful implementation of your rewards and recognition program!  We will be anxious to hear your feedback.
Step 1

Define the incentive program’s objectives.


Decide what you hope to accomplish with the incentive campaign.

Step 2


Determine a budget.  

· Include promotional materials.

· Prizes.  

· Administrative costs.

Step 3


Develop the program guidelines.  

· Make sure guidelines are easily understood and are in writing

· Outline the purpose of the program

· Establish participation guidelines

· Entry process

· Timeline

· Rewards

Step 4


Communicate the plan in writing to employees

· Develop a summary sheet for easy reference

Create promotional materials 

· Posters

· Flyers

· Email announcements

· Brochure

· Special section on employee website

· Include information on rules, timeline and rewards.

Step 5


Kick off the program.

· Make a “big deal” out of the kick off to generate enthusiasm.

· Send teaser announcements that lead up to the kick off.

Step 6


Manage the program.

· Follow the program’s timeline

· Communicate updates

· Troubleshoot/ improve/modify program for continued effectiveness.

Easy Ideas to Foster a Positive Work Environment

· Thank you/ recognition Gram

· Annual picnic or BBQ

· Themed luncheons

· Create a bulletin board with “happenings” in your employees lives IE: weddings, babies, big vacations, purchasing houses

· Create bulletin board games

· Hand out fun puzzles 

· Do secret Santa or create your own holiday

· Contests

· Include employees on a special project

· Allow an employee to mentor another

· Rotate responsibility for being the unit rep at meetings

· Include employee in goal setting and work planning

· Ask you coworkers about family, hobbies, their weekend plans or special events

· Provide opportunity

· Allow participation on a special committee

· Lunchtime exercise program

· Sports leagues- team participation

· Advisory board for workplace health

· Create program goals linked to organizational mission

· Representing you agency at civic and philanthropic events

· Scrapbook with pictures of achievements throughout the year

· Potluck lunch or desert day

· Employee assessment survey

· Brown bag lunch trade

· Cross training

· Use 3x5 cards to write, “You’re special because . .  .” statements.  Employees can collect the cards and refer to them when things aren’t going perfectly.
· Have a recognition event created by a peer group that decides what they will give and why they will give it.
· Acknowledge and celebrate birthdays.
· Plan a surprise picnic.
· Create a Hall of Fame wall with photos of outstanding employees.
· Make and deliver a fruit basket.
· Serve ice cream sundaes at the end of a project.
· Hold informal “retreats” to foster communication and set goals.
· Throw a pizza lunch party for your unit.
· Give a note reading, “Thank you.  You are a ___!” attach a roll of lifesavers.
· Serve popcorn and lemonade on Friday (especially after a particularly hard week)
· Have weekly (monthly/semi-monthly) breakfasts with groups of employees.
No Cost or Low Cost Recognition Ideas
· Hand written thank you notes

· Recognition board in a common area in the work place

· Administration/Supervisors submit employee recognition letter to personnel file

· Post recognition on company website

· Send article in for posting in DOP newsletter

· Traveling Trophy

· Purchase a plaque and add a name annually

· Free parking spot

· Pass to a state park

· Supervisors  cook a meal for employees

· Supervisors cleans snow off of car(s) for employee(s)

· Offering to start cars in the winter or summer

· Certificate from the governor

· First refusal on errands or trips

· Thank you grams

· Say thank you

· Hall of Frame (pictures of your employees)

· Submit articles to the Newspaper

· Ask a senior Manager to attend a staff meeting for recognition

· Customer service recognition awards

· Safety awards

· Bargain for recognition leave

· Take an employee to a Governor and Council Meeting

· Employee suggestion award program

· Post a thank you note on an employee’s door      

· create and post an Employee Honor Roll
· Make a thank you card by hand
· Establish a Behind the Scenes award specifically for those whose actions are not usually in the limelight.
· Create an Above and Beyond the Call of Duty (ABCD) award
· Write a letter of praise recognizing specific contributions and accomplishments, sending a copy to senior management and the employee’s personnel file.
· Call an employee to your office to thank them (don’t discuss any other issue.)
· Inscribe a favorite book as a gift. 

· Give flowers to an employee.
· Give a deserving employee a mug filled with treats.
· Give a framed poem (poster, card. . ) as a thank you.
Medium Cost Recognition Ideas
· Bring in bagels, doughnuts, pastries or other special treats for the office to enjoy

· Coordinate a potluck

· Create your own holiday

· Lapel pins

· Leadership academy

· Agency logo tee shirt (or other agency items)

· Flowers

· A motivational CD or Book

· Framed award

· Employee of the month plaque with space to add names

· Paying to have employees car washed

High Cost Recognition Ideas
· Gift certificate for a massage

· Have a Masseuse come to the office – contact a local college for reduced rate

· Take employee out to lunch and let the employee pick where you go

· Gift certificate for a Manicure or a Pedicure

· Gift Certificate to a Spa

· An Engraved clock

· Certificate with Framing

· Engraved Granite

· Plaque

· Savings bonds

· Trophy 

· Jewelry

· Enrollment in a seminar

· Catered lunch

SHOW CASE PROGRAMS

Following are documents from selected show-case programs currently being used in other New Hampshire State agencies and in other states.  These can be used “as is” or as a starting point for setting up your own program.
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Department of Environmental Services
Procedures for Rewards & Recognition Committee Members

Revised September 29, 2009
Welcome to the Rewards & Recognition Committee!  Since it was started in 1995, the Rewards & Recognition (R&R) process has been refined and adjusted to make it run as effectively as possible.  Take some time to become familiar with these procedures; we hope they make your role a little easier, and we hope you'll make further changes to improve the process.

The Recognition Notes provide an easy, quick way for employees to thank each other for making their jobs more effective and enjoyable while the Award for DES Employee of the Year allows rewards for an employee (s) who goes "above and beyond" what their job requires.  By reading the R & R booklet, you'll have a good understanding of how the process works.  

RECOGNITION NOTES:

Recognition Notes are submitted via the Intranet to a member (s) of the R&R Committee. One member of the committee is selected to review the notes and circulate the names of those recognized via an e-mail thru-out the agency once a month. 

A committee member will forward a copy of the Recognition Notes to the recognized employees and also to OIT (web designer) to post on the Intranet in the R&R folder for a period of two weeks.  

AWARD FOR DES EMPLOYEE OF THE YEAR:

1. On or before October 1st, a committee member will forward an e-mail agency-wide asking for nominees via an R & R note submitted by way of the intranet for DES’ Employee of the Year. Employees will be asked to submit nominations electronically via the Intranet to committee members within 30 calendar days.  Prior R&R notes submitted by October 31st will be considered for this award. Nominees shall be selected based on the following criteria:

1. Significant Positive Impact within DES or the State

2. Demonstrated Innovativeness 

3. Demonstrated Initiative

4. Demonstrated Leadership

5. Improved Efficiency

6. Improved Inter/Intra Agency Cooperation

2. The committee will screen the responses and solicit additional information to finalize the selection if necessary. 

3.
The HR Representative will review the top ten (10) names with the nominee’s supervisor (s) prior to selection being made by members of the R&R Committee.  Supervisors will be asked to keep this information confidential.   

4. The Commissioner will announce the selection of the Employee of the Year at the beginning of the annual Holiday get together.  

DES EMPLOYEE OF THE YEAR PRIZES

1.
The recipient(s) receive a reserved parking space for the entire year. If there is a tie, the winners will equally share the space (6 month intervals).

2.
The recipient(s) receives a certificate of appreciation and a letter of appreciation from the Commissioner to be placed in the employee(s) personnel file.  The other nominees will receive a letter of appreciation from the R&R Committee which will also be placed in their personnel files.

3.
A trophy will be presented to the recipient by the previous year’s winner. The recipient will retain this trophy until the following year’s selection is announced. In case of a tie, the trophy will be equally shared.
 

4.
The recipient(s) have their name placed on the R&R Plaque located at DES.  
5. The recipient will receive a $50 gift card.

6. The names of recipient and nominees will also be mentioned in the DES Newsletter.

SEEKING REPLACEMENTS

1. Each R&R Committee members serves a maximum of two years. It has been suggested that terms be staggered to allow for two members to bring previous experience to the new Committee.   Two Members will come off each December and two new members will be in place each January. In the case of multiple volunteers from a Division, the Division Director would select the representative for that Division.  

2. There are four members of the R&R Committee each representing the four divisions (Commissioner’s Office, Waste, Air and Water).  The Human Resources Representative is an ex-officio member and will assist as necessary.

3. Existing members will solicit volunteers from their respective divisions to replace them when their tenure is completed.  If necessary, a general e-mail agency wide can be issued to attract future committee members.  However, it is important to note that every division must be equally represented.  
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Employee Reward and Recognition Plan

October 2006 

Mission Statement:

The mission of the Department of Education is to provide educational leadership and services which promote equal educational opportunities and quality practices and programs that enable New Hampshire residents to become fully productive members of society.
Goal of Department’s Reward and Recognition Plan

To recognize and reward individual achievements and successes of Department of Education staff that exceeds expectations and enables the Department to better achieve its mission. 
Anticipated Outcomes

Improved morale; increased awareness of individual contributions; Incentive plan to encourage increased achievement; Increased communication and feedback; Individual empowerment
Introduction

The Department of Education is committed to formally recognize and reward individual staff members in a meaningful and thoughtful way.  We recognize that we have a talented and dedicated workforce that continually strives to help the Department succeed in achieving our mission and goals. Today, more than ever, we are consistently asked to do more with fewer resources and realize that recognition of such efforts can have a positive impact on our working environment. To that end, we are introducing quarterly employee recognition and reward system called the “Department of Education Excellence Awards”.
The Plan

All staff members, as well as our constituent groups and the general public, are encouraged to submit a written statement supporting the nomination of any deserving staff member. Examples of nominations would be for someone that has offered assistance to meet a project deadline that is not their personal responsibility or a letter of appreciation or commendation that addressed a staff member’s exemplary customer service or innovation in meeting the customer’s request. 
To nominate an individual, a written statement would be submitted to the Professional Growth Committee consisting of representatives of each Division of the Department.  This committee would meet near the close of the quarter to review the nominating documents and vote for up to three individuals for “Excellence Awards”. If a committee member has been nominated or has nominated someone, he/she would recuse him/herself and an alternate would replace them.  
The Reward and Recognition

After selection by the committee, the Commissioner will announce the recipients at a quarterly staff meeting, providing a venue to recognize and celebrate other successes within the Department.  Each of the quarterly recipients will receive a “Golden Apple”  (or other appropriate memento, such as a paperweight etc) as his/her own personal memento to keep.  There will also be recognition on the Department’s web site, including a brief summary of their achievement(s). Recipients may also be eligible for the state’s Employee Suggestion and Extraordinary Service Award for going “above and beyond”.
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For the NH Department of Education Employee of the Quarter

DATE




I, 


(Name)





(Title)

nominate 


(Name)





(Title)

for the New Hampshire Department of Education Excellence Award for the reasons stated below.

Using the criteria listed below please state your reasons for nominating this person with as much detail as possible. 

1. How does this support the Department’s mission?

2. How does this exemplify/promote teamwork and collaboration?

3. How does this provide a good example of customer service at its best?

4. How does this represent innovation and ingenuity?
Additional comments can be shared on separate pages.

Submit this form to:

Lori Kincaid, Public Information Officer

NH Department of Education

101 Pleasant Street

Concord, NH  03301

lkincaid@ed.state.nh.us
From NH Veteran’s Home:
NH Veterans Home

Reward & Recognition Program 

[image: image5.wmf]
  April 2007

"You get the best effort from others not by lighting a fire

beneath them, but by building a fire within them."    - Bob Nelson, Ph.D.
1.  Objective
To reward and recognize employees through positive reinforcement when work performance and behavior exceeds expectations.   

2.  What is the difference between Recognition and Reward?

Recognition is an activity that can be social or interpersonal.

Reward is a thing such as money or other tangible item of value.

3.  The benefits of a Reward & Recognition Program:

*  Enhanced productivity.

*  Improved morale.

*  Lowered absenteeism.

*  Decrease in turnover.

*  Reduces stress.


*  Positive work environment.

*  Create culture of recognition.
*  Attracting and retaining key employees.

*  Improving quality, safety and 

   customer service.

4.  Getting started with recognition.
· Begin in your department.

· Ask employees what motivates them.

· Convey your praise face-to-face.

· Look for opportunities to praise; avoid reacting to mistakes.

· When recognizing teams, focus on areas that will have the greatest impact.
· Teams need to hear the recognition with fanfare from their managers.

5.  It takes a Village.

While human resources can develop, launch and work to keep a formal recognition program on track, it is also the manager's responsibility to learn, apply and measure how they recognize employees within their own department or "sphere of influence".

Studies show that employees value manager-initiated recognition more than organization-initiated and is most meaningful when it is given right after the desired behavior or performance occurs.  

6.  Supports NHVH organizational goals and objectives.

A successful reward and recognition program needs to be congruent with the vision, mission, and goals of NHVH.  Employees need to see the connection between what management views as important and what is actually rewarded.

7.  How to say it.

Often, managers are not comfortable with or don't know what to say when recognizing an employee.  Here's one way to begin:
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to ﬁxoimm:m mxnm—u.:osa._ customer service.

(NAME) (TITLE)
Please fill out the nomination form on the opposite page to recognize a staff for recognition!
member that exemplifies customer service excellence! IN ORDER TO ASSURE THE PROPER RECOGNITION

PLEASE GIVE YOUR REASONS FOR MAKING THIS NOMINATION
WITH AS MUCH DETAIL AS POSSIBLE.

When completing the form please consider:

* Respect, courtesy, confidentiality, honesty

* Creates/supports a positive work
environment

* Contributes to team work

» Significant/unique contribution to patients,
co-workers and others

¢ Major contribution to New Hampshire
Hospital and/or a department

¢ A life-saving event

¢ Random act of kindness

Feel free to use the inside if additional space is needed to provide us with the
reason for this nomination.

The Reward & Recognition Committee can only consider
those nominations that are within the scope of established hospital policies.
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8.  Organizational Reward and Recognition.

The following are my recommendations for a winning reward and recognition program at NHVH.  These are at the organizational level however, section nine suggests ways that NHVH managers can recognize staff within their own departments.  

Organizational Recognition:

"Celebrate Employees Day"

	Target Performance:
	Employee appreciation and recognition.

	Program Name:
	"Celebrate Employees Day"

	Need:
	To show appreciation to the employees of NHVH for their dedication and hard work. 

	Recognition Provided:
	Certificates, snacks and raffle prizes.

	Recognition Criteria:
	ALL employees are celebrated, both management and non-management.

	Program Time Frame:
	One day in September of each year.

	Program Administration:
	Administered by human resources.

	Selection Process:
	ALL employees participate.

	Presentation/Celebration:
	The entire day is a celebration for employees.  The staff break room is decorated and snacks are set out.  Raffle prizes are drawn.

	Results:
	Increase in employee morale, appreciation and energize the staff.  


"Longevity Awards"

	Target Performance:
	Years of service with the State of NH.

	Program Name:
	"Longevity Awards"

	Need:
	To recognize employees' longevity with the State of NH.

	Recognition Provided:
	Certificates, pins and recognition ceremony.

	Recognition Criteria:
	Years of service.

	Program Time Frame:
	Celebrated once each year in December during which time longevity payments are disbursed through payroll.

	Program Administration:
	Administered by human resources.

	Selection Process:
	Human resources tracks tenure.

	Presentation/Celebration:
	Certificates and pins are distributed to employees and names are announced at Commandant's Update and in the newsletter.

	Results:
	To send the message that loyal employees are greatly appreciated.


"Above and Beyond"

	Target Performance:
	Above and beyond performance.

	Program Name:
	"Above and Beyond"

	Need:
	To encourage more employees to strive for superior performance.

	Recognition Provided:
	Framed photograph displayed in front lobby, pin and press release.

	Recognition Criteria:
	Any above and beyond performance of an employee or team.

	Program Time Frame:
	Committee reviews nominations and selects one person/team for each month.  All nominations which are not selected roll over into the next month for review and consideration.



	Program Administration:
	Administered by human resources with the assistance of a selection committee.

	Selection Process:
	A selection committee reviews written nominations submitted by management and peers.

	Presentation/Celebration:
	Award is presented at the Commandant's Update, article in the newsletter and press release to the local paper.

	Results:
	An incentive for employees to excel in their jobs while recognizing those who are committed to excellence, and increasing the general morale and excitement of the work environment at NHVH.


“Safety Idea Award”
	Target Performance:
	Reduce number of incidents.

	Program Name:
	"Safety Idea Award"

	Need:
	To reduce accidents.

	Recognition Provided:
	Certificate and two Smitty's tickets.

	Recognition Criteria:
	Safety ideas to be submitted to the safety committee.  (Okay for members of the committee to participate in submitting ideas but would need to refrain from voting.)

	Program Time Frame:
	Once each year during the Safety Fair.

	Program Administration:
	Administered by the Safety Committee.

	Selection Process:
	Safety Committee reviews and votes on submissions by employees.

	Presentation/Celebration:
	Award is presented at the Safety Fair and mentioned in the newsletter.

	Results:
	Increase safety awareness throughout NHVH.


9.  Ways that Managers can recognize and reward employees.

There are several questions that managers should ask before they start their own informal recognition program such as:

· WHAT do I want to recognize?

· WHO do I want to recognize?

· WHEN should the recognition take place?

· WHERE should the recognition be done?

· HOW should the recognition be done?

· WHAT could go wrong?

· WHAT response can be expected?

Working through these questions will help the manager attain optimal results.  Managers know their staff on a more personal basis and can best gauge individual character traits and motivators.  Listed below are a few ideas that managers can use in order to reward and recognize employees within their own departments, the ideas are limitless.  

· Monthly birthday celebrations.


· Employee is given praise via e-mail, thank you note, or voicemail, etc.

· Team recognition can include bringing in food items, breakfast, snacks, etc.  

· Employee receives a "pass around" trophy.

· Public praise.

· Balloons.

· Ice cream sundaes.

· Lunch on "me".

· Potluck lunch.

10.  Implementation.

Roll out in May 2007 with a follow-up review in one year.  

"Above and Beyond"
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Name of Committee Member:_____________________________________

Thanks for joining the committee, some things to consider when ranking the nomination forms:

· Sets the example for others to follow.

· Loyalty and commitment to NHVH.

· Exceeds expectations.

· Contribution to the Home.

· The WOW factor!

· Number of nominations received for a nominee shows a level of appreciation and respect by peers.

· Leadership; leads the way.
"Above and Beyond"
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Award Nomination Form

Today's Date:











Name of Nominee(s):









Please describe how this individual(s) has gone above and beyond:

Nomination submitted by:









***Please forward completed nomination forms to HR.  Thanks!
(NEWSLETTER INSERT)

"Above and Beyond" Award

In an effort to promote and recognize employees who go over and above what's expected of them in their jobs, we're implementing an "Above and Beyond" award.  This award will be given monthly to an individual or team who has demonstrated above and beyond performance.  

A selection committee will be established whose task it will be to review the nominations and select the winner each month.  If you would like to become a member of the selection committee, please contact me as our first meeting will be in May.

Award recipients will be announced at the monthly Commandant Updates and be presented with a pin. In addition, the recipients' photo will be framed and displayed in the front lobby and staff break room.  

If you know of someone that you'd like to nominate for this award, nomination forms can be found in the staff break room and in human resources.  So, let's celebrate those who strive for and succeed in going above and beyond at NHVH!  

- Melissa Milione
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Sample Notes and Letters
SAMPLE:

Dear Barb,

Just wanted to let you know how much we appreciated your help with the product release.  We would have missed our due date without everything you did to make the instructional language consistent in the manual, the brochure, and on the Web site.

Our customers will be thankful for the fact that the instructions are straightforward and easy to understand.  Even the graphics add to the message and help with the clarity.

I know you had to have let other work slide on our behalf, so you must be feeling swamped right now.  The team thanks you and I’m sure technical support thanks you, when they receive fewer calls about this release.

Thanks again, 

______________________________________
SAMPLE:

Mark,


I want you to know how much we appreciate the extra time you put in this week to get the new product orders shipped.  The customers were well-served by your extra efforts and the company appears customer-oriented because we delivered on our promised timeline.  

Thanks so much again. 

___________________________________________
SAMPLE:

Dear Mary,


Today’s presentation was beautifully delivered and was well-received by the managers.  I was also pleased to see that the team accomplished the key goals.  I want to personally thank your for informally assisting your project team to stay on track and on target to meet their goals.  Without your willingness to step up and, despite some push back from team members, persist in keeping the team on track, the project would certainly have strayed off curs.


Specifically, your scheduling of meetings with a specific purpose, your use of an agenda with time allotments, your minutes distributed within two days, and your excellent meeting facilitation really helped the team progress.  On the creative side, taking the team to see what several companies had done on a similar project appears to have been a key success factor.


Again, thank you.  The project was well worth your time and effort, and on behalf of the management team, I want you to know that we really appreciate your achievements.

Regards, 
_________________________________________
SAMPLE:

Dear Rob,


Thanks for the effort you’ve put in this past couple of months to help us orient and bring the two new employees on board.  They’ve become productive and contributing much faster because of the training and assistance you have provided them.

This has worked out so well, in fact, that we’re making a buddy system an integral component in how we bring all new employees into the department in the future.  Will you participate in a brainstorming and planning session on Thursday, June 18, so we can all capture what worked well and what needs improvement?  I’m also inviting Human Resources staff, the other employees who have been “buddies,” and several new employees.  The goal will be a process that we can adopt for bringing new employees on board.  Let me know and I’ll send a meeting notice.

Again, thanks for all of your help orienting Rich and Bonnie.

Warm regards, 
For more sample letters and certificate templates look here:

http://humanresources.about.com/od/rewardrecognition/a/formal_letters.htm
http://www.govleaders.org/employee_recognition.htm
Recognition Profile

The questions asked here are intended to create an opportunity for supervisors, employees, working colleagues, and team members to get to know one another better.  This tool is designed to share information that will make it easier for us to express sincere and meaningful appreciation for one another.

Date:


 

Name:






  

Position Title:






Department:






My Recognition Profile

1.
Listed here are some words that describe the type of work environment I find most rewarding:

2.
Listed here are examples of the kinds of actions I take, or qualities of character I feel I bring to the workplace, that I am personally most proud of:

Recognition Profile (Continued)
3.
These are some specific things I like to be recognized for: 


 A task performed or completed.  

 A skill that I possess or demonstrate.


 A quality of character that I have demonstrated.


 Persistence.  Remaining reliable through a difficult period of time.


 Team effort.  Pitching in, helping out, supporting others, etc.


 Exemplary customer service.  Caring, compassion, helping out, etc.


 My role in resolving a particularly difficult problem.


Creativity.  Generating ideas, solving problems in creative ways, encouraging creative thinking.


 Other:








4.
The following are considered meaningful forms of recognition to me:  


Acknowledgement:  Verbally and/or in person


Acknowledgement:  In written form


Expanded Participation


Receiving more information


Being asked for input


Getting to know someone on more of a personal level


Being asked to take on new responsibilities


Opportunity to learn something new


A chance to be creative / innovative / risk taking


Work schedule flexibility

5.
This is how I prefer to receive recognition.  (Examples:  In Private. In small groups.  As a part of more formal ceremonies or gatherings.) 

Optional Personal Information 

Birthday: (Month and Day)                       Home Phone:


Children’s Names:

Spouse/Partner’s name:


Hobbies, Outside Interests:
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Staff

Recognition Program

New Hampshire Hospital

Reward and Recognition Plan

Vision:  

We envision an environment that promotes teamwork and individual achievement in providing quality service to those entrusted to our care.  In so doing employees will consider this Hospital a Great Place to work.  

Reward and Recognition Mission:

Recognizing that the performance of our Staff is the ultimate key to our success, we will develop, implement and manage a program that will acknowledge employee contributions that we as an organization value the most.  

Objectives

To develop, promote and manage a recognition program that supports and encourages quality performance, teamwork and customer service.  We will take every opportunity to acknowledge employee performance by praising a job well done, special efforts and/or accomplishments.

Membership: 

This committee is established under the direction of the Executive Committee to support a reward and recognition system for employee contributions toward meeting the Hospital’s mission. The committee will be comprised of 12 staff members working at NH Hospital that are representative of a cross section of departments. A member of the Executive Committee shall be a member of this committee.  Members of this committee shall serve a term of three years assuring a rotation that supports continuity of the process. (i.e., changing 4 members per year).

The committee will review the terms of the “Plan” annually during the month of July. With review and acceptance by the Executive Committee.

Members may not be nominated for recognition by another committee member.

Reward and Recognition Committee Process:

At the beginning of each month committee members receive a report of all nominations for the proceeding month.  The report indicates the classification of the nominator and the nominee as well as a description of the action deserving recognition.  The actions are reported anonymously.

Upon receipt of the report, each member reviews the nominations independently and assigns an award level, Bronze, Silver, Gold, Group and Special Recognition.

At the monthly committee meeting, nominations are individually reviewed, in the order they were received.  Members verbally indicate their choice of award category. The decision for the award category is then based, on the majority vote. Additional, information can be requested, for the chair to intercede. It is critical with this process to maintain the confidentiality of the nominees. 

The chair is responsible for assuring the integrity of the process reviewing the nominations prior to the meeting, gathering additional information to assist the group. 

At the meeting’s conclusion, all nomination reports are turned over, to the committee chair for destruction.

General Definitions of Award Categories:

Nominations accepted in any one of the following categories will reflect NHH customer service guideline behavior.  

Gold Star:

Recognizes an action or behavior of an extreme nature, performed in an outstanding professional manner, which greatly affects an individual, group or brings great benefit or recognition to NHH.  This could be something as dramatic as saving a life or something that simply has a wide-ranging, positive effect on services delivered to our customers. 

Silver Star: 

Recognizes a valued behavior, deed or activity performed in a professional manner that greatly affects an individual or that brings significant benefit to a large number of people. 

Bronze Star: 

Recognizes a valued behavior performed in a professional manner that benefits an individual or group.  

Special Recognition: 
Recognizes, a deed or activity that exemplifies a commitment to customer services and/or quality improvement.

Responsibilities of Reward and Recognition Committee:

Assuring that the Reward and Recognition program is administered as assigned and approved by the Executive Committee.


Meet monthly to review STAR nomination forms.
Establishments of Reward and Recognition Programs that include:


Longevity


Attendance

Reward and Recognition Plan


Occasional Hoopla – i.e., celebration of opening a new program.

Team celebration - i.e., CQI work teams (committees, units), Departmental 

                                  Recognition, Managers who promote employee growth.

Special projects -  i.e., Winter Connections, Christmas Gala, NAMI, 

 Volunteer Recognition.

Suggestions - submitted that are used to better the Hospital.

Reporting Structure
The chair will be responsible for reporting Reward and Recognition activities as a standing agenda item to Executive Committee.

The chair is additionally responsible for communicating to all department managers through the Hospital Management Meeting.

Public Relations

Activities of the committee will be publicized through publications and management of the display case designated for the sole purpose of Reward and Recognition.

STAR Program Award System

Special Recognition, Bronze, Silver, Gold and Group. 

Rewards will change according to availability and recommendations of staff.  

All Star Nomination forms will be posted in the display case for a month, after which the original nomination will be given to the nominee.  Nominations will be published in Quality Matters as well as special postings that go to all departments and nursing units.

Updated 3/23/09

New Hampshire Hospital

Reward & Recognition 

STAR Program
WHO CAN NOMINATE?

ANYONE!

Any one – individual, group, customer, co-worker, family, volunteer, patient - can nominate anyone else to be a STAR!

WHO CAN BE NOMINATED?       ANYONE!

An individual; a group or team (employees working together toward a common goal).


Can be for long term working or a one-shot deal.


Remember that supervisors and managers can be STARS, too.

HOW DO YOU NOMINATE SOMEONE?

FILL OUT THE FORM AND TURN IT IN! Nomination forms are available throughout the Hospital. Please complete your reasons for making the nomination with as much detail as possible.

WHERE ARE THE FORMS?


The forms are located in plastic holders in various sections of NH Hospital!

WHERE DO THE FORMS GO?


Send to the Office of the Chief Operating Officer:


Place in Suggestion Boxes already around the Hospital



Forward in our messenger mail

WHAT HAPPENS TO THE FORM ONCE IT IS DELIVERED?

It’s logged in and assigned a number. It will be copied with all names covered to assure that all nominations are treated equally. The anonymous forms are reviewed by the R&R Committee for ranking.

WHEN ARE THEY REVIEWED?

Reviewed at the monthly Reward & Recognition Committee meeting (first Thursday of month).

WHAT IS IN IT FOR YOU?


Recognition of the nomination and a STAR Reward! 

WHAT IS IN IT FOR EVERYONE ELSE?


The chance to acknowledge and to recognize the STAR quality efforts of NHH employees!

WHAT IS IN IT FOR NH HOSPITAL?


Same as above – “NH Hospital” is each of us because we are all part of the same team!!


We all become a team of STARS!

If you have any questions, feel free to contact any one of the committee members:

STAR

 Nomination

 Form

(Form is folded with extra space

 inside for additional detail/comments) 
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Committee members are:

	Mission Statement

   “Staff are our most valuable resource, therefore, we will develop, implement

   and manage a program that will recognize and reward employee contribu- 

   tions that support the mission of New Hampshire Hospital.”



Award Categories:
[image: image11.wmf]Gold Star:  Recognizes an action or behavior of an extreme nature, performed in an outstanding professional manner, which greatly affects an individual, group or brings great benefit or recognition to NHH.  
[image: image12.wmf]Silver Star:  Recognizes a valued behavior, deed or activity performed in a professional manner that greatly affects an individual or that brings significant benefit to a large number of people.
[image: image13.wmf]Bronze Star:  Recognizes a valued behavior performed in a professional manner that benefits an individual or group.

[image: image14.wmf]Special Recognition:  Recognizes, a deed or activity that exemplifies a commitment to customer services and/or quality improvement.
SAMPLE GOLD AWARD LETTER
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     STAR RECOGNITION PROGRAM









February 20, 2009

[ Employee Name ]

[ Department ]

New Hampshire Hospital

36 Clinton Street

Concord, NH 03301

Dear [                   ]:


We at NH Hospital are dedicated to providing exceptional customer service to all individuals we come in contact with in our work life.  We believe in recognizing staff members who exemplify service excellence. 


You have been recognized as such an individual.  You recently saved a patient from further harm by performing the Heimlich maneuver swiftly and accurately.  You were able to dislodge food that had become lodged, thereby enabling the patient to breath again.  Your quick action responding to this emergent medical situation is commendable.  You are a valuable asset to New Hampshire Hospital, we are proud to have you a part of our team.


This Gold Star Award  is for going above and beyond your job responsibilities.  You will find the Nomination Form attached to this letter.  You will also find a small token of our appreciation.  On behalf of NH Hospital, I want you to know that your personal commitment to the well being of the patients entrusted into our care is noticed, appreciated and valued.   


You’ve got a Gold STAR attitude!  You are a shining star at NH Hospital!  



Sincerely,



Acting Chief Executive Officer

The Department of Health and Human Services’ Mission is to join communities and families in providing

opportunities for citizens to achieve health and independence.







SAMPLE GROUP AWARD LETTER
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March 6, 2009

[ Employee Name ]

[ Department ]

New Hampshire Hospital 

36 Clinton Street

Concord, NH 03301

Dear [                           ]:


We at NH Hospital are dedicated to providing exceptional customer service to all individuals we come in contact with in our work life.  We believe in recognizing staff and group members who exemplify service excellence.


You and your peers have been recognized as such a group.   Your exemplary commitment to teamwork makes for a more productive and enjoyable workplace for both you and your co-workers.  It is heartwarming to observe a group whom are so caring of each other’s needs.  In addition, we applaud your dedication to the well being of the patients entrusted to our care.  This is the kind of team spirit that contributes to the positive morale in a workplace and ultimately to its success.  

Your commitment to excellence in Customer Service is a fine example to all at NH Hospital.  On behalf of NH Hospital, I want you to know that your personal commitment to quality service is noticed, appreciated and valued.   


You’ve got a STAR attitude – of course you are a NH Hospital Star!  



Sincerely,



Acting Chief Executive Officer

The Department of Health and Human Services’ Mission is to join communities and families in providing

opportunities for citizens to achieve health and independence.
Gold Award

Winner receives all listed below at Award Ceremony (with cake).  

Prize Packet contains:

· Pocket portfolio folder 
· Gold Café Coupons (2 of them) Choice of Meal/Dessert/Beverage  (sample attached)
· Letter  (middle paragraph personalized; print on special award paper with border)

· Certificate  (attach gold seal & blue ribbon & obtain CEO’s signature)  

· Gold pin

· Reserved Parking Space Coupon

(sample attached)
· Gold keychain (with NH Hospital logo)

· Gold/black pen

Silver Award

Bring to award winner’s Supervisor to present:

Prize Packet containing:

· Pocket portfolio folder 
· Café Coupon (1) Choice of Meal/Dessert/Beverage    (sample attached)
· Letter (middle paragraph personalized; print on special paper with border)

· Certificate  (attach gold seal & blue ribbon & obtain CEO’s signature) 

· Silver pin

· Silver “Committed to Excellence” pen/keychain set

Bronze Award

Bring to winner’s Supervisor to present:

Prize Packet containing:

· Coupon for Cafeteria in the amount of $5.00    (sample attached)
· Popcorn coupon      (sample attached)
· Letter (middle paragraph personalized; on special award paper with border)

· Bronze pin

· Silver “Behind Every Great Hospital is a Great Staff” keychain

· Pen (NH Hospital Star plastic pen)

Special Recognition

· Send small 4 ¼ x 5 ½ Thank-you Note Card (signed by R&R Committee members) with original nomination form folded up inside the card.   (sample attached)






Employee

 Appreciation 

 Events

 (Sample flyers)
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Please join us

 

Wednesday, October 29, 2008

 

APS Lobby  (front entrance) 

 

for

 

Coffee Cake & Hot Cider/Coffee

 

Fall  Event

 

“Welcome  to Work”

 

6:00 a.m. 

—

 8:30 a.m.  

 

2:00 p.m. 

—

 3:30 p.m.  

 

 

Reward & Recognition Committee

 

and 

 

Served @ APC

 

    

6:00

-

7:30 am  &  2:30

-

3:30 pm

 

THS 

(Pond Place)

 

  

6:00

-

7:00 am  &  2:00

-

3:00 pm

 

          Laundry

 

     

9:00 am

 

     Warehou

se

 

     

9:00 am
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Committee invites all staff to

 

 join them for an 

 

Ice Cream Social

 

Thursday

 

August 21, 2008

 

2:00

—

3:30 p.m.

 

APS Cafeteria Patio

 

 

Ice Cream will be 

served @ 4:30 a.m.

 

in the APS Café for 

3rd shift staff 

 

and ...

 

Served @ APC   2:00

-

3:30 pm

 

          Laundry   1:00

-

1:30 pm

 

      Warehouse   1:30

-

2:00 pm

 

THS 

(Pond Place)    

2:00

-

2:45 pm
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In the APS Lobby

 

for coffee cake and coffee in the morning

 

 

Will be serving at:

 

 

   APC

 

        

 

          

 

          

6:00

-

7:30 a.m.

 

       

&

 

       

2:30

-

3:30 p.m.

 

 

   THS (Pond Place)

 

      

6:00

-

7:00 a.m.

 

       

&

 

       

2:00

-

3:00 p.m.

 

 

   Laundry

 

 

 

          

 

          

9:00 a.m.

 

 

   Warehouse

 

       

 

          

9:00 a.m.

 

 

Thursday, March 19, 2009

 

6:00 a.m. 

—

 8:30 a.m.

2:00 p.m. 

—

 3:30 p.m.

 

and

 

 


10th Year

 Anniversary
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Time: 

 1:00

-

2:00 pm

 

Date: 

 Tues., May 6, 2008

 

 

 

 

 

APS Lobby

 

 

 

 


	Award Totals
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“Staff – Our Most Valuable Resource”
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Year
	Gold
	Silver
	Bronze
	Group
	Totals

	2000


	7
	99
	296
	11
	413

	2001


	9
	63
	303
	14
	389

	2002


	3
	18
	94
	5
	120

	2003


	13
	11
	69
	0
	93

	2004


	5
	16
	56
	19
	96

	2005


	20
	22
	39
	25
	106

	2006


	6
	11
	44
	20
	81

	2007


	13
	19
	42
	26
	100

	Totals


	76
	259
	943
	120
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STAR RECOGNITION PROGRAM








DATE:

TO:

(Gold Star Winner)

FROM:
Reward & Recognition Committee


The Reward and Recognition Committee would like to thank you again for your contributions to the NH Hospital organization as a previous gold star nominee.


As members of this Committee, we continually strive towards improving the process of recognizing and awarding staff’s deeds and efforts that exemplifies good, out of the ordinary customer service.


At this time we are reviewing the way we present the gold star awards and are questioning what, if any, changes should be made in the presentation process.  Therefore, we would greatly appreciate it if you would take a few minutes to provide us with some feedback.


We have listed some general questions related to the process, but please feel free to add any comments and/or creative ideas that could be implemented in a practical and cost effective manner.








Thanks again,

Reward & Recognition Committee

P.S.
Please return feedback responses to:     


Gold Star Winner

Survey

1.
What did you like  most about your presentation?  (explain)

2.
What did you like least about your presentation?  (explain)

3.
What were your feelings about the time and place of the presentation?  (explain)

4.
Were the food items and beverages available (i.e., cake, fruit bowl, coffee, soda) satisfactory?  (explain)

5.
Were the gift items presented with the certificate a good idea?  Other ideas?  (explain)

6.
Did you enjoy being recognized in your own workplace among peers or would you prefer a more formal presentation held at the Administration building?  (explain)

RESOURCES AND BIBLIOGRAPHY

Following is a brief selection of the large number of web sites, books and training opportunities to help you reward your employees.  This list is not a recommendation or endorsement of any of the individuals, companies or sites listed, but is intended to give you a start on exploring the various types of recognition and rewards a variety of employers use to motivate and reward their employees.

WEB RESOURCES:

http://edweb.sdsu.edu/people/arossett/pie/Interventions/incentivesrewards_2.htm
http://www.sasknetwork.gov.sk.ca/html/Employers/workplace/rewardsandincentives.htm
http://www.go2hr.ca/ForbrEmployers/Retention/Incentives/tabid/122/Default.aspx
http://www.nelson-motivation.com/resources.html
http://meetingsnet.com/incentives/
http://training-time.blogspot.com/2008/07/employee-incentive-ideas-on-budget.html
http://www.dhrm.state.va.us/resources/emprechnbk.pdf
http://www.govexec.com/features/0407-15/0407-15s2.htm  (Article: “Building a Better Carrot”, Karen Rutzick April 15, 2007)
http://www.workforce.com/section/01/feature/23/61/87/index.html   (Article: “Everything You Thought you Knew About Recognition is Wrong”)
http://govleaders.org/employee_recognition.htm  (Article: “Making Creative Use of Employee Recognition Programs”)
http://www.hrworld.com/features/25-employee-rewards/ (Article: “25 Ways to Reward Employees Without Spending a Dime”)

http://www.microsoft.com/smallbusiness/resources/management/pay-benefits/4-ways-to-reward-motivate-employees.aspx#Howtohangontoyourtopperformers (Article:  “How to Hang on to Your Top Performers”)

http://www.microsoft.com/smallbusiness/resources/management/pay-benefits/4-ways-to-reward-motivate-employees.aspx#Howtohangontoyourtopperformers (Article: “How to Reward Top Performers in Tight Times”)
BIBLIOGRAPHY:

1001 Ways to Reward Employees,  Bob Nelson, PhD, 2005, Workman Publishing
1001 Ways to Energize Employees, Bob Nelson, PhD, Workman Publishing

1001 Ways to Take Initiative at Work, Bob Nelson, PhD, Workman Publishing

The 1001 Rewards and Recognition Fieldbook, Bob Nelson, PhS, Workman Publishing
Twelve Ways to Be a Better Manager,  Marianne Jacobbi and Hal Morgan, 2004, 2005 

Ceridian Corporation

Fish! A Remarkable Way To Boost Morale And Improve Results, Stephen C. Lundin, 
PhD, Harry Paul, John Christensen; Hyperion Books 

The Gifted Boss: How to Find, Create and Keep Great Employees, Dauten, Dale A.. Morrow, 1999.

Rewarding and Recognizing Employees, Klubnik, Joan P.; Irwin, 1995.

1,011 Ways to Inspire: Your Organization, Your Team and Yourself;  David E. Rye


Make Their Day, Employee Recognition That Works;  Cindy Ventrice


Ways to Energize Employees, Bob Nelson
PERIODICALS

Britton, Paul B., Samantha J. Chadwick, and Terry Walker. "Rewards of Work." Ivey Business Journal. May 1999.

Caggiano, Christopher. "Perks You Can Afford." Inc. November 1997.

Deeprose, Donna. How to Recognize and Reward Employees. AMACOM, 1994.

Glasscock, Sue, and Kimberly Gram. "Winning Ways: Establishing an Effective Workplace Recognition System." National Productivity Review. Summer 1996.
Henemen, Robert L., and Courtney Von Hippel. "Balancing Group and Individual Rewards: Rewarding Individual Contributions to the Team." Compensation and Benefits Review. July 17,1995.
Parker, Owen, and Liz Wright. "Pay and Employee Commitment: The Missing Link." Ivey Business Journal. January 2001.

Spitzer, Dean R. "Power Rewards: Rewards That Really Motivate (Employee Incentives)." Management Review. May 1,1996.

Thornburg, Linda. "Pay for Performance: What You Should Know." HR Magazine. June 1992.

Tully, Shawn "Your Paycheck Gets Exciting." Fortune. November 1, 1993.

AWARD CATALOGS/WEB SITES:

http://www.sendcoffee.com/gifts/programs.html
http://www.recognitionrewards.com/
http//www.baudville.com

TRAINING OPPORTUNITIES FOR MANAGERS AND SUPERVISORS:

http://admin.state.nh.us/hr/documents/Catalog_of_Courses.pdf - A brief selection of related courses includes:

ORGANIZATIONAL DEVELOPMENT SERVICES 

WORK TEAM ASSESSMENTS AND TEAM BUILDING 
CHANGE MANAGEMENT 
TOOLS FOR WORKFORCE PLANNING & DEVELOPMENT

BUILDING STRONG WORK TEAMS 
COACHING IN THE WORKPLACE 
ESTABLISHING EFFECTIVE MENTORING SYSTEMS

EFFECTIVE COMMUNICATION SKILLS CLASSES

COMMUNICATION SKILLS IN THE WORKPLACE 
CREATIVE PROBLEM SOLVING 
DEALING WITH DIFFICULT PEOPLE 
LET'S TALK: HOW TO COMMUNICATE EFFECTIVELY IN THE MIDST OF TENSION
LET'S TALK 2

LISTENING SKILLS: PRACTICAL SKILLS THAT WORK 

EMPLOYEE DEVELOPMENT PROGRAMS

CREATING A POSITIVE ORGANIZATIONAL CULTURE
MOTIVATION IN THE WORKPLACE
UNDERSTANDING AND VALUING DIFFERENCES 

MANAGEMENT COURSES 

EFFECTIVE STRATEGIES FOR SUPERVISING DIFFICULT EMPLOYEES
MANAGING ACROSS GENERATIONS
MANAGING CHANGE IN THE WORKPLACE 
MANAGING CONFLICT SEMINAR 
SUPERVISING EMPLOYEE PERFORMANCE
INTRODUCTION TO SUPERVISION

PROGRAMS OF GENERAL INTEREST

CONFLICT RESOLUTION
DEVELOPING YOUR POTENTIAL IN STATE GOVERNMENT 
PERSONAL AND PROFESSIONAL DEVELOPMENT FOR SUPPORT STAFF
 



Thank the employee by name.





State what the employee did to earn the recognition.





Explain how you felt about the behavior.





Describe how the behavior added value to NHVH.





Thank the employee by name.
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