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Based on the results of the “Great Place to Work” survey, there is a need for a comprehensive recognition program that acknowledges staff efforts and accomplishments in creating a One DGS.  This program includes both formal and informal recognition.  This guide provides an overview and standards for the development and provision of an objective, comprehensive and effective program that is multifaceted and consistent with the interests of the public, the state, and individuals employed by the Department of General Services (DGS).  If any provision of this guide is in conflict with any provision of a Memorandum of Understanding (also called MOU or Bargaining Unit Agreement), the Memorandum of Understanding shall be controlling.

The formal component of this program applies to all DGS employees with civil service status.  The informal component includes all DGS employees, consultants and contract employees, students, café employees and anyone that contributes to the success of DGS.
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This Recognition Program is directly linked to the Mission of DGS that emphasizes these values:

OUR SERVICE is our reason for existence.  Being a resource to all state departments and agencies is critical because our customers are our most cherished assets.

OUR SOLUTIONS are the result of collaborative involvement from employees at all organizational levels, seeking a resolution to the dilemmas of our customers that enables them to accomplish their goals.

OUR SUCCESS is determined by the success of our customers.   As we enable each state department and agency to achieve its business objectives our relationships with them are strengthened.


The DGS Recognition Program combines the best practices of both public and private sector organizations, along with the creative genius of DGS staff at all levels.
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RECOGNITION	Recognition    is    positive    reinforcement    in    the    form   of 
DEFINED	acknowledgement   and   appreciation,   that   is   1) immediate, 
2) tailored to the individual or team, and 3) meets the DGS Mission of Service, Solutions, and Success.  Recognition at DGS encompasses the following areas:

· Executive Leadership to Employee

· Manager and/or Supervisor to Employee

· Employee to Employee

· Executive Leadership to Team

· Manager and/or Supervisor to Team
[image: confetti05]






AGENCY	It  is  the  policy  of  DGS  to  ensure  all   deserving employees
POLICY	are acknowledged in the fashion best suited to the efforts or accomplishments that further the mission of the organization.  The Recognition Program shall include both formal and informal acknowledgement and provide a system by which employees at all organizational levels are enabled to demonstrate their appreciation to an individual or team that contributes to DGS being a “Great Place to Work”.  

	This program is not intended to replace day-to-day appreciation or the existing efforts of staff members in every division.  Its purpose is to provide a baseline through which all employees are afforded the same opportunity to receive a tribute for their contributions.  Employees are encouraged to use their own creativity to express their gratitude for the work of others. 
OBJECTIVES	The DGS Recognition Program objectives are to ensure:

1. A system is established and maintained to acknowledge the contributions made to DGS both formally and informally

2. Criteria for awards are specified to ensure objectivity

3. A description of the process for recognizing individuals and teams is clearly articulated

4. Records for all formal recognition are maintained

5. Evaluative measures are planned and implemented

[image: fanfare01][image: fanfare02]

PROGRAM	It    is    the    goal     of     the     Training    and     Performance
GOALS	Enhancement Section (TPES) to provide a comprehensive employee recognition program that incorporates both formal and informal awards.  To achieve this goal, TPES will:

· Staff a Recognition Administrator that is responsible for program development and oversight
[image: peoplecount]
· Chair Recognition Councils comprised of staff from each division to ensure the needs of each area are addressed

· Offer training to managers and supervisors on recognition including varied ways to acknowledge the efforts and accomplishments of staff

· Establish and maintain a comprehensive Resource Center utilizing varied medium to provide staff useful and current information on recognition

· Provide and promote mechanisms to encourage continual and effective recognition between staff at all levels
[image: peoplecount]
· Work with each division to assist in identifying the accomplishments and efforts that are unique to that program, and determine appropriate recognition

· Encourage participation in the Merit Award Suggestion Program and the Superior Accomplishment Award Program

· Survey all DGS employees on an annual basis to determine program value and make revisions, if necessary

· Encourage the development and maintenance of Individual Development Plans for all staff

[image: peoplecount][image: peoplecount][image: peoplecount]

ROLES AND RESPONSIBILITIES

The Department of Personnel Administration, DGS, and its employees share responsibility for acknowledging and recognizing the efforts and the accomplishments of staff members.

Department of	DPA  establishes and  maintains  a  statewide  recognition and
Personnel	award   policy    under    the    California    Government   Code,
[image: fanfare]Administration	Section  19823,   to  ensure that each department’s recognition program is administered consistently, effectively, and economically.  DPA also acts as a resource to Recognition Program Administrators to ensure consistency.  DPA requires each state department and agency to:

· Follow recognition provisions in the state labor contract Memorandums of Understanding

· Keep records of awards presented to employees under the Merit Suggestion Award, Superior Accomplishment Award and Medal of Valor Award Programs

Recognition 	The     Recognition     Program    Administrator    has    general 
Program	oversight    responsibility     for      the      establishment      and 
[image: fanfare]Administrator	implementation   of   the 	statewide programs and direct responsibility for the One DGS Recognition Program.  The Program Administrator is accountable to the Manager of TPES.  Specifically, it is the responsibility of the Program Administrator to:

· Ensure the DGS programs are consistent with DPA guidelines and Memorandum of Understanding provisions

· Provide training to supervisors

· Prepare a recognition policy

· Establish an annual recognition plan
· Administer the DGS recognition program

· Participate in interdepartmental training where it is determined that the training will benefit DGS

· Evaluate total recognition program and provide recommendations for improvement

· Keep employees informed of recognition activities
	
Merit Award	The  Merit   Award   Suggestion   Coordinator   is    responsible   
Suggestion	for    the   oversight   of   this   program,   including   promotion, 
Coordinator	implementation and evaluation.  Specifically, it is the responsibility of the Merit Award Suggestion Coordinator to:
[image: fanfare]
· Establish a procedure through which employee suggestions to improve DGS are processed quickly and accurately

· Promote the Merit Award Suggestion Program by varied methods to increase participation

· Evaluate the program for effectiveness and provide recommendations for improvement

· Track program participation

Superior	The   Superior   Accomplishment   Award   Coordinator  is 
Accomplishment	responsible  for  the  oversight   of   this  program,   including  
Award	promotion,  implementation. and evaluation.   Specifically,  it  is  
Coordinator	the responsibility of  the  Superior Accomplishment Award Coordinator to:
[image: fanfare]
· Promote the Superior Accomplishment Award Program by varied methods to increase the number of recipients, and consistency throughout DGS

· Increase the variety of awards offered to provide unique ways of acknowledging the outstanding accomplishments of staff

· Evaluate the program for effectiveness and provide recommendations for improvement

· Track program participation


Recognition	The    Recognition   Councils    are   established to ensure   the 
[image: fanfare]Councils	recognition 	needs of each geographic location are addressed.  Councils are located in Sacramento, Northern California and Southern California.  They are comprised of representatives from each division that has an office in that location.  Their specific responsibility is to share ideas, discuss unique ways to recognize staff in each area, and determine the most effective direction for each program.  The Office of Legal Services and Labor Relations act as consultants to the councils.


Managers and 	Managers  and  Supervisors   are   responsible for   developing
[image: fanfare]Supervisors	and acknowledging the efforts and accomplishments of their staff members.  It is the responsibility of each manager and supervisor to:

· Evaluate each employee and determine the behaviors necessary to achieve the goals of the division

· Determine the achievements and efforts deserving of recognition

· Communicate that information to all employees

· Provide feedback on performance on a regular, consistent basis

· Prepare an annual Individual Development Plan (IDP) on the anniversary date of each employee

· Attend and participate in training on recognition to discover ways to acknowledge employee achievements

· Create an environment in which recognition is part of the usual business plan

[image: fanfare]Employees	Each employee shares with his or her supervisor the responsibility of assessing the need for job skills and knowledge, for setting up development goals, and for communicating the status as those goals are being achieved.  Each employee also shares a joint responsibility with his or her supervisor for the preparation of an IDP.  Each staff member should take advantage of the formal and informal recognition opportunities offered by DGS.






Questions on recognition should be communicated to the Recognition Administrator for the One DGS Program and either the Merit Award Suggestion Coordinator or the Superior Accomplishment Award Coordinator, depending on the program. 



RECOGNITION CATEGORIES

The Department of General Services offers six components to the Recognition Program – the One DGS Recognition Program, the Merit Award Suggestion Program, the Superior Accomplishment Award Program, the Medal of Valor, the 25-Year Service Award and the DGS Safety Award.  Each of these programs is a vehicle to express appreciation for the contributions of our employees in a formal manner.  

In addition to these formal awards, DGS offers an informal program for employees who desire to share their appreciation without fanfare.  Online award certificates are available for employees to revise and either deliver personally or email to another staff member.  The supervisors of those employees without computer access will assist their employees to ensure all are able to participate in this program.  These awards are perfect for acknowledging the behind the scenes employees and those that are helpful or volunteer for the work no one else wants.  Along with what is provided here, each division is encouraged to develop an informal process by which employees may express their appreciation for another’s contributions.  The Recognition Administrator will provide recommendations for informal awards. 

Also, an annual DGS Employee Appreciation Event will be held so that each division’s accomplishments and the achievements of its employees can be shared, and staff at all levels can be provided the opportunity to applaud each other’s contributions.
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ONE DGS		The One DGS Recognition Program was established to ensure RECOGNITION 	there are multiple and varied ways to publicly and privately PROGRAM		acknowledge	the contributions made to improve or enhance the 
service provided to DGS clients, or to make DGS a “Great Place to Work.”

This program offers both formal and informal components to ensure the recognition is tailored to the recipient and the individual desiring to show his or her appreciation.  The departmental formal award program is comprised of the following awards:


· The Director’s Award

· Excellence in Service Award

· Excellence in Solutions Award

· Excellence in Success Award

· The Pathfinder Award

· Mentor Award

· Community Involvement Award
[image: celebratingyou]


The Director’s	The Director’s Award is the most prestigious award DGS offers.  Award			This Award is  presented to one  employee and/or team in each 
[image: brilliance02]Division or specified area annually for noteworthy accomplishments that contribute to all three aspects of the DGS Mission of Service, Solutions, and Success.  Details on each facet are contained in the Excellence in Service, Excellence in Solutions and Excellence in Success Awards.  

	The Process:
1. Each Deputy Director will determine the top five divisional accomplishments

2. Those accomplishments will be presented to division employees in a ballot format with a description of each accomplishment
  
3. The employees will then choose the candidate for the award
  
4. The Deputy Director will submit the candidate’s name to the Recognition Administrator so the award can be engraved

5. After the awards are engraved, the Recognition Administrator will give them to the Director for presentation at the DGS Annual Employee Appreciation Event



Excellence in 	The   Excellence in   Service,    Excellence   in  Solutions   and, 
Service,	Excellence   in   Success   Awards  are for   those    who  make 
Solutions, and 	significant    contributions    to   the   Mission   of   DGS.     It   is   
Success	important   to   acknowledge    how    client    departments   and 
Awards	agencies,   as   well   as    the    public,     benefit     from     the partnerships,  creative  ideas [image: brilliance03]and extraordinary efforts of DGS staff.  Below are brief descriptions of each award, followed by the selection criteria and the process to ensure worthy employees receive the appreciation their accomplishments deserve.  Each of these awards are appropriate for either individual or team recognition.


The Excellence in Service Awards are for those who make a significant contribution to the DGS Mission of providing stellar service to client organizations or other employees.  As a service organization, our reputation is built upon the quality and quantity of service provided.

The Excellence in Solutions Awards are for those who develop creative means or methods to meet the needs of DGS clients or other employees.  We are a forward thinking organization and it is important to applaud the efforts and achievements of those who discover ways to provide the same quality level of service at a reduced rate, or discover ways to increase service in addressing existing or developing needs. 

The Excellence in Success Awards are for those who assist DGS customers in attaining their goals.  The greatest impact of DGS is when client departments and agencies attain their goals and objectives because of our work.  Our success occurs when we provide the vehicle to enable others to succeed.




The criteria for these awards include at least one of the following:

· Being a role model that provides outstanding service on a consistent basis

· Building or reestablishing successful relationships with DGS customers

· Improving response time to customers

· Reducing customer costs

· Reducing DGS costs to provide a service or product

· Establishing a means by which the divisions of DGS can work together more effectively or efficiently

· Pitching in to assist coworkers

· Learning or mastering new skills that enables DGS to make a greater impact on clients

· Mentoring or coaching an employee in one of the above areas

The Process
1. The manager or supervisor completes the “Excellence Awards” nomination form and sends it to the Deputy Director

2. The Deputy Director signs the form and sends it to the Recognition Administrator

3. The Recognition Administrator has the award engraved

4. [image: dollarsabove]Once the award is complete, it will be sent to the Deputy Director to present to the employee in an appropriate fashion

			


Pathfinder		The Pathfinder Award acknowledges the contributions of Award			employees  that  submit   ideas   to   improve  a   DGS  product  
[image: brilliance03]or  process.    It  is important that the creative spirit of DGS employees is recognized.  These awards are related to the Merit Award Suggestion Program in that all employees who submit an idea for this program receive an award.  

The Process
1. A STD Form 645 – Employee Suggestion Form is completed per the instructions for the Merit Award Suggestion Program

2. All submissions automatically receive the Pathfinder Award


In addition to the above awards, each division is encouraged to establish formal awards that reward specific accomplishments or efforts.  The Recognition Administrator will assist each interested division in creating these awards, including determining criteria and the appropriate award.


Mentor 		Employees that participate in the DGS Mentoring Program Award 		make a  substantial  contribution to a young person, a school, a 
[image: brilliance02]community and to DGS.  Completing a one-year commitment to the Mentor Program is a noteworthy accomplishment.  This often involves great sacrifice.  This commitment and sacrifice deserves recognition in making a difference that has more of an impact than the employee realizes.  DGS applauds those that give of their time and themselves to help others.  The Mentor Award is for those who make such a commitment to guiding a young person through an important stage in life.


Community		Many employees make substantial contributions to improve Involvement 		their communities.  Examples include building homes for the Award 		financially  disadvantaged,  creating   or    establishing  a    new  
[image: brilliance03]community program, donating bone marrow, and establishing food banks. These contributions are meritorious of recognition from DGS.  All employees are encouraged to participate and lead community activities.  There are some, however, that are especially noteworthy and deserve special recognition.  The Recognition Council will develop the award criteria and a process to receive information from employees on their community involvement.  









MERIT AWARD	If  you  have  an  idea to  improve  the  State's  operations  and  
SUGGESTION	have not submitted the idea to the Merit  Award  Program,  you 
[image: outstandingidea01]PROGRAM	may be missing out on receiving a substantial monetary award.  The Merit Award Program is a formal system for rewarding employees who submit ideas that reduce or eliminate State expenditures and/or improve safety or the operation of State government.

	DGS or the Merit Award Program may authorize payment of $50 to $5,000. Awards in excess of $5,000 require approval by the Merit Award Board and the Legislature. There is a cap of $50,000 per award.

	If you have a suggestion to improve a state operation (it is not limited to DGS), do the following:

1. Fill out STD Form 645 – Employee Suggestion Form

2. Describe the current procedure and your proposed idea in detail. Supply as much helpful information as possible. Attach examples, photographs or sketches when applicable.  Note: If two or more employees jointly submit a suggestion, each employee must sign the form and include his/her classification and home address.

3. Submit the completed Form 645 to either DPA or the DGS Merit Award Suggestion Coordinator.

	Upon receipt of the form, the DGS Merit Award Suggestion Coordinator will:

1. Log the form and determine whether DGS is the appropriate department

2. Block out the suggestor’s personal information for confidentiality purposes

3. Determine the appropriate division to respond to the suggestion

4. Fax an acknowledgement form to the division coordinator and send the original Form 645 via interoffice mail

Upon receipt, the division coordinator will fax back the acknowledgement form and send the Form 645 to the appropriate person for response.  The division has 30 days to evaluate the suggestion, complete the Form 645 and send a response to the DGS Merit Award Suggestion Coordinator.  

If the suggestion is accepted, the file is sent to DPA – the award process takes between 6 months and 2 years.  If the suggestion is shared, the award may be divided equally.  

If the suggestion is rejected, the file is closed and the Merit Award Suggestion Coordinator will inform the suggestor of his or her appeal rights.

[image: teamstretchingdollar]

SUPERIOR		The Superior Accomplishment  Award is for  performance ACCOMPLISH-	 resulting   in   exceptional   contribution   to   improving    State  
MENT AWARD	government.   This award	is  an  excellent  tool  for  PROGRAM		recognizing  teams  as  well  as  individuals.  	Nominations for 
these awards must be submitted on a STD Form 278.
[image: shiningstar01]
Specific areas of accomplishment may include the following topics: 
· An important contribution to science, research or development

· An  unequaled   personal   effort   in   overcoming   unusual difficulties or obstacles in the completion of a major project or task with substantial benefits to the state

· Completion of a major project or task in a significantly shorter  period  of  time with substantial benefits to the state

Awards under this program are divided into two categories, silver and gold.  For a silver award, an individual or team may receive a cash or gift award. The awards are from $25 to $250 per individual or team. Departments have the option of providing cash or equivalent gift awards.  Gold awards are from $50 to $500 per individual or team.  It would be rare that a group of individuals would receive a gold award, as this award is of such prominent degree that it merits recognition of the highest order.

	A manager or a supervisor initiates this award in the following manner:

1. The manager or supervisor completes the Superior Accomplishment Gift or Cash Award Recommendation Form 278

2. The completed form is signed by the immediate supervisor or manager, and the Deputy Director of the division

3. Then, the form is sent to the Training and Performance Enhancement Section Superior Accomplishment Award Coordinator

4. The form is reviewed to ensure its thoroughness and accuracy

5. After review, and revision if necessary, certificates are processed and a Pay Warrant Request Form is drafted, or appropriate gift is selected and ordered

6. The division is contacted to determine ceremony date

7. The Coordinator will prepare a folder and coordination sheet to send with the certificates to the Director for signature

8. Once the Director signs the certificates, they are returned, along with the warrants or gifts, to the division.

Note:  
Monetary awards (regardless of amount) are considered income and are subject to taxes in accordance with IRS tax regulations.  Departments may not increase award totals by the amount of payroll taxes normally deducted.

Non-monetary awards may also be subject to tax.
[image: achievingsuccess]



MEDAL OF 	The   Medal   of   Valor,   the   highest   honor   the   state    can 
VALOR	bestow on its  employees,   is   awarded   to   individuals    who   
AWARD	have   performed   an extraordinary act of heroism above and beyond the call of duty to save the life of another person, or have risked their own life to save someone.
[image: teamunsunghero]
	Although honorees typically include law enforcement officers, fire fighters, and lifeguards, the award also has been bestowed on state employees who did not work in hazardous positions but found themselves in situations where they risked their life to render assistance to someone in imminent danger.

	There are two types of awards.  A Special Act (gold medal) is an extraordinary act of heroism by a state employee extending far above and beyond the normal call of duty or service, and performed at great risk to his or her own life in an effort to save human life.  A Special Service (silver medal) is an act of heroism by a state employee extending above and beyond the normal call of duty or service performed at personal risk to his or her safety to save human life or state property.

	Nominations are submitted through the Recognition Administrator to the Department of Personnel Administration and recipients are honored in a public ceremony.



25-YEAR	This  program  was established by the Legislature  to recognize
SERVICE	state 	employees who have completed 25  or  more   years   of  
AWARDS	service.  There are two separate types of service awards.  One recognizes employees who have 25-years of service, the Service Award; and the other recognizes employees upon retirement who have 25-years of service or more, the Retirement Award.  Department personnel may purchase mementos for eligible employees or retirees directly from the state’s contractor or purchase appropriate mementos from other sources.

	Employees with questions regarding their service and retirement award status, or about award purchase, should direct their questions to their division personnel liaison.

[image: extraextra]

SAFETY	The     Governor’s     Employee     Safety     Awards     (GESA)    
AWARDS	program is the responsibility of the Office of Risk and Insurance Management.  The purpose of the GESA program is to give departments an opportunity to recognize outstanding performance of individual state employees and groups for improving job health and safety, responding to life threatening situations, and preventing and reducing the number of occupational injuries and vehicular accidents during the preceding year.  This annual event is held at the Sacramento Convention Center with a representative of the Governor’s Office presiding over the ceremony. Please direct any questions or comments regarding this program to the State Safety Program Manager.

[image: teamsafetyfirst]

DGS ANNUAL	Once each year,  the Director will host an Academy Award-type
EVENT		event 	 at  which  the  honorees  for the Director’s Award will be 
announced.    In  addition,   awards  in  a   number  of  fun  and tongue-in-cheek  categories  will   be  presented.   Prior to  the event, each division or work area will receive ballots for categories like the following:
[image: entertainmentperk]
· Felix and Oscar Awards for the cleanest and messiest work spaces

· The Golden Tone Award for the best telephone voice

· The Flashiest Dresser Award

· The L.A.U.G.H. Award for helping others keep their sanity in stressful situations

· The Creative Workspace Award for the employee who turns their work area into something very special

· The All in a Day’s Work Award for those who downplay great accomplishments

· Candy Awards:
· Lifesavers Awards for those who have come to the rescue in work projects
· Rocky Road Award for great efforts or difficult accomplishments
· Symphony Award for team accomplishments
· Trail Mix for trail blazing achievements
· Pretzels for staff able to get out of difficult situations
· Pay Day Award for saving money


The divisions will determine their nominees and vote on each category.  The “winners” will be announced at the annual event and will receive appropriate tokens to celebrate their “victory.”

Each of these awards would also enliven any work area if a division decided to incorporate them into their informal program.
	


PLANNING	The Recognition Program Administrator develops an annual recognition plan to be used in planning and implementing the DGS recognition program.  The plan shall include:

· Results of the annual employee survey

· Feedback and ideas from the Recognition Council

· Goals to address areas that need improvement


Survey	The Administrator will annually survey DGS employees to determine the program’s effectiveness.  The plan will include survey goals, including participation level and targets for each of the responses.



Development	Each division would benefit from the creation of an annual recognition plan.  This plan should serve as a guide for linking recognition to division objectives and goals to be accomplished in the coming year.  An assessment has been included to assist each division in this process.

[image: shiningstar02][image: shiningstar01]

EVALUATION	To  ensure that the Recognition Program is meeting the needs  OF			of both employees   and  DGS  as  a   whole,   it   is     essential  
RECOGNITION	that  a  system of receiving feedback be established.  To assist 
the Recognition Administrator in assessing and addressing the needs of DGS, a four-faceted evaluation plan has been established:

Facet 1:	An annual survey will be presented to all DGS employees to gain feedback on a number of components of the recognition program.  The survey is critical in determining the effectiveness of the program and specific areas that need revision.

Facet 2:	Statistics will be kept of the utilization of the Excellence in Service, Excellence in Solutions and Excellence in Success Awards to evaluate how each division is using the awards.

Facet 3:	Utilization of the Pathfinder Award will be tracked to track the number of suggestions DGS receives and how many are being implemented.

Facet 4:	The number of attendees in the Recognition Training will be tracked, along with the number that complete and follow through on the action plans as part of the training.


RESOURCE	The  Recognition  Administrator  has  oversight  responsibilities  
CENTER	for  the Recognition Resource Center.  Each DGS employee has the opportunity  to  borrow books and tapes on recognition.  In addition, the Recognition Administrator is available to all employees who want to further develop the formal or informal aspect of a division’s program.
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