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Virginia Department of Social Services

EMPLOYEE RECOGNITION PROGRAM



OVATION! has been designed as a credible, inclusive, responsive, and meaningful vehicle for publicly recognizing DSS employees.  The program includes both formal and informal recognition methods, as well as monetary and non-monetary rewards.  

PURPOSE:  The purpose of the Department of Social Services Employee Recognition Program, OVATION!, is to recognize an employee’s or team’s contributions to the overall mission and goals of the agency and State government.  

Awards provide an opportunity to publicly recognize and reward extraordinary or exceptionally meritorious services or acts.  Awards should be reserved for those acts or services that are above and beyond that normally expected and which clearly distinguish the individual from among those performing similar acts or services.   A prudent use of awards provides an incentive for greater effort and for greater morale within the agency.  To preserve the integrity of the awards program, each recommendation must be fully justified and meet the criteria for the specific award recommended.  

OBJECTIVES:  The objectives of OVATION! are to: 

· Recognize and promote positive behaviors that support individual, work group, unit, team, department, district, and/or division’s mission, goals, and objectives;

· Provide timely recognition to employees either as planned or immediate recognition;

· Provide multiple-levels of monetary and non-monetary recognition based on the significance of the contribution;

· Provide both individual and team recognition and rewards;

· Provide for both manager and employee initiated recognition and rewards;

· Improve employee productivity and quality of work; and, 

· Improve customer service.

EMPLOYEES COVERED: All full-time and part-time classified, restricted, and “at will employees.  

Types of Awards:

· Impromptu Recognition – An impromptu award is an on-the-spot recognition.

· Planned Recognition – A recognition that is planned ahead of time to be presented during established events such as staff meetings, luncheons, etc.

· Formal Recognition – An award formally presented during an event advertised for this purpose.  

AWARD LEVELS:  

Commissioner’s Excellence Award – This award is presented by the Commissioner annually to the individual(s) and/or team(s) whose outstanding performance furthers the mission of the agency.  The recipient(s) of this award must have demonstrated measurable performance over a sustained period of time. 

Star Award – This quarterly award is presented by the Division Director or Office Manager to unit employee(s)/team(s) who complete a significant project or task.

“Cheer On” Award – Managers and supervisors present this impromptu on-the-spot award as warranted to individuals and/or teams for specific measurable accomplishments.  Some examples include: completion of a specific task of importance to the entire unit and outside normal day-to-day expectations, completion of a difficult assignment, etc.

Service Award – This award (certificate and/or gift item) is presented to the employee by his or her manager or supervisor in recognition of the completion of each five-year increment of state service.  These awards should be presented at least annually at an appropriate presentation ceremony.                                                 


Employee Recognition Program Review:

The Division of Human Resource Management will review the guidelines and procedures contained in the DSS Employee Recognition Program in July of every calendar year for effectiveness and uniformity of application and for relevance to the agency’s mission.  Modification of the guidelines and procedures will be made as warranted.





Definition: The "Cheer On" Award, as an impromptu recognition, is designed to encourage prompt, informal recognition and acknowledgement of an individual employee or a group of employees’ day-to-day extra efforts, contributions and outstanding behavior.   This award will be presented by the Manager immediately following the activity or service to be recognized, or as soon thereafter as feasible.     
Process:  The unit manager/supervisor can present the award at any time (example, upon receipt of an acknowledgement from staff outside the unit or witnessing deserving service).

Criteria:  The nominee’s achievements must meet one or more of the following criteria:

· Providing superior customer service

· Display of positive attitude 

· Outstanding teamwork

· Exceptional contribution to a project or activity 

· Successfully meeting a major milestone

Description of the Award (can be one or more of the following):

· Email or letter to the individual and copy(ies) to team expressing kudos

· Personalized bulletin board announcement with photo of thanks

· Manager/Director visit to thank and acknowledge the job well done

· Certificate of appreciation 

· Decorate work space with balloons/streamers to celebrate accomplishment

· Non-monetary awards totaling $25 or up to four hours of recognition leave (i.e., non-refundable gift certificates, activity tickets, restaurant certificates, plaques, agency personalized clothing such as shirts, caps, etc, with unit/agency logo)

· Recipient(s) to be featured in unit newsletter, memos, etc.
Frequency of Award:   Award may be presented at any time.  Additionally, the unit manager shall acknowledge the individual recipients of the impromptu awards at the next regularly scheduled unit staff meeting.

Presenter:  Manager or Supervisor  



STAR AWARD

Definition: The Star Award is designed to recognize outstanding contributions of an individual or team to a specific project or task. This award will be presented quarterly following the accomplishment to be recognized, or as soon thereafter as feasible.

Nomination:  A nomination for a Star Award may be a written recommendation from any DSS employee or direct observation on the part of a supervisor.  Nominations must be submitted to the Division Director (level) for decision/award.

Criteria:  Recipients of the Star Award must have made specific outstanding contributions to the goals of the unit or division and have had a significant positive effect on the unit, division, or their customers.

The nominee’s achievements must meet one or more of the following criteria:

· Successful completion of a particularly difficult or important mission, operation, or special assignment that reflects positively on the agency. The achievement resulted in increased or enhanced external or internal customer satisfaction; 

· Outstanding contribution to a special committee or task force dealing with agency wide policies, procedures, or operations;

· Demonstrated consistently high level of cooperative effort with others that facilitated teamwork or promoted individual excellence in others; and, 

· Demonstrated superior team or individual performance during a period of transition (e.g., staff reductions, reorganization, interruption of services, etc.).

Description of Awards:  

· An individual bonus check of $500.  Appropriate tax deductions will be applied to the $500 award, and/or

· Recognition leave of up to two days.  This bonus leave day must be taken within the calendar year of the award.  Tax consequences apply.  

· Recipient will be featured in the News and Views.

Frequency of Award: Quarterly

Presenter:  Director Level



Definition:  The Commissioner’s Excellence Award is the Department’s highest award for recognition of achievement.  It is given at the discretion of the Commissioner.   A Leadership team member will make nominations for an individual or team that highlights the specific leadership, exemplary performance, and/or superior customer service.  The nominee(s) should have performed significantly above employees with similar duties.

Nominations:  Annually, agency Division directors/managers will nominate and rank staff from within their areas who meet the criteria for this award.  The manager will rank the nominees within each area and all ranked nominations will be forwarded to the Nomination Review Committee for consideration.  The Commissioner will determine the team(s)/individual(s), if any, to receive the award each year. 


Criteria:  Recipients of the Commissioner’s Excellence Award must have demonstrated superior service to the agency, exhibiting a sustained pattern of contribution which demonstrates significant and exceptional commitment to the strategic direction of the agency.

The nominee’s achievements must meet one or more of the following criteria:

· A new or refined work process, which provides better customer service and positive performance outcomes; 

· Major improvement to the operation of VDSS, organizational unit, or program by integrating processes;

· Exemplary service to the agency;

· Demonstration of assisting in achieving the department’s missions and goals;

· Efforts which exceeded job expectations;

· Exhibits an outstanding attitude/work ethic and acts as a role model to employees;

· Record of career growth and development that demonstrates a benefit to the agency; and/or,

· An innovative way of delivering a VDSS program or service to internal or external customers at a reduced or no cost.

Nominations:

All nominations for the Commissioner’s Excellence Award will be secured on the agency website at recognition@dss.virginia.gov  and forwarded to the Director of Human Resources for review by the Nomination Review Committee.  At no time will the contents of the nominations be discussed prior to the Nomination Review Committee Meeting.

Nomination Review Committee:

The Commissioner of Social Services shall designate six individuals to serve on the Nomination Review Committee to include two representatives from each of the following:  Leadership Team, Managers/Supervisors, and line staff.  In addition, the Director of Human Resources shall serve on the panel, but will not be a voting member unless there is a tie vote.  The term for each member shall be two years from the date of appointment by the Commissioner.  Individuals may not be reappointed for a second year term with the exception of the Director of Human Resources who will serve continuously.  The Committee will select a chair to serve for one year.  Alternates will not be permitted to substitute for a member in his/her absence.

The Purpose of the Nomination Review Committee is to consider and recommend individual(s) and/or team(s) for the Commissioner’s Excellence Award. 

Description of the Award:  

· An Individual bonus check of $2000.   Appropriate tax deductions will be applied to the $2000 award, and 
· Up to five days of recognition leave.  These bonus leave days must be taken within the leave year.  

· Recipient will be featured in the Agency News and Views newsletter.

Frequency of Award:  Annually

Presenter:  Commissioner

OVATION Support Section

Recognition Program Contact

Renée Fleming Mills, Director

Division of Human Resource Management

804-726-7031 or renee.mills@dss.virginia.gov 

Recognition Nomination Committee Members:

To be appointed by the Commissioner

Forms:
	OVATION!

RECOGNITION AWARD NOMINATION FORM 

VIRGINIA DEPARTMENT OF SOCIAL SERVICES



	I. NOMINATOR INFORMATION

	Nominator’s Name (First and Last)
	Job Title

	
	     

	Phone Number
	Organizational Unit
	Date Submitted

	(   )            
	     
	     

	E-mail address
	

	II
NOMINEE INFORMATION                                             


	NOMINEE TYPE:   FORMCHECKBOX 
     Individual      FORMCHECKBOX 
  Team                                                                                          

	Nominee’s Name(s) (First and Last)

 

	                                           

     
 

	Supervisor’s Name (First and Last)
	Supervisor’s Phone Number
	 Group Name

	     
	(   )            
	 

	III. Select one 

or more of  the criteria

to the right

that

describes

the reason

for this

award.


	Cheer On Award

 FORMCHECKBOX 
    Providing superior customer service

 FORMCHECKBOX 
    Display of positive attitude

 FORMCHECKBOX 
    Outstanding team work

 FORMCHECKBOX 
    Exceptional contribution to a project or activity

 FORMCHECKBOX 
    Successfully meeting a major milestone
	
	Star

 FORMCHECKBOX 
    Performed substantially beyond expectations.

 FORMCHECKBOX 
    Fostered commitment, team spirit, trust, and cost effectiveness.

 FORMCHECKBOX 
    Functioned as part of self- directed team that significantly exceeded goals.

 FORMCHECKBOX 
    Responsible for a project or achievement which produced a cost-savings. 
	Commissioner’s Excellence Award

 FORMCHECKBOX 
    A new or refined work process.

 FORMCHECKBOX 
    Major improvement to the operation of VDSS.

 FORMCHECKBOX 
    Exemplary service to the agency.

 FORMCHECKBOX 
    Assisting in achieving agency’s goals.

 FORMCHECKBOX 
    Efforts which substantially exceeded job expectations.

 FORMCHECKBOX 
    Outstanding attitude and ethics.

 FORMCHECKBOX 
    Record of career growth.

 FORMCHECKBOX 
    Innovative ways of delivering services.

	IV. Please provide a brief overview or summary of the reason for this nomination:  

  (Attach additional sheets if necessary):     



	V. Award description (manager only):

	VI. Names (please print)

Manager: 

Director: 

HR: Renée Fleming Mills


	Signatures

Manager: 

Director: 

HR:
	Date




DIRECTIONS:  Please answer the questions in detail.  Please do not inform your candidate of the nomination.
Documentation Standards
When a manager, or the Ovation Review Committee, determines that funds will be needed for employee recognition, there are several steps that must be followed to ensure that the program complies with policy and that expenses will be processed accurately.

This section is based on the DHRM policy #1.20, “Employee Recognition Programs” and Policy 1.10, “Awards for Length of Service”, which can be found at http://www.dhrm.state.va.us/hrpolicy/policy.html.

The Division Director’s office administers the budget for the division-wide and unit employee recognition programs.  The following guidance for processing recognition program expenses applies to all recognition programs.  All expense documentation requires the signature of the unit manager.

RECOGNITION PROGRAM GUIDELINES

Recognition program documentation begins with a completed Recognition form (See Forms Section).  This form will be submitted to the Division Director’s office for approval.  A blank Recognition Program fill-in-form is available on our Website.

Funded Recognition Program

	Cost/Budget
	It is important that each manager budget the cost of all awards, presentations costs, printing services and other expenses.  Be specific and include how many of each: shipping costs, taxes, gratuities, equipment rental costs, paper product costs, speaker fees and gifts, travel arrangements and overnight accommodation costs.

	Approximate Number of Participants
	Number of employees on your recognition list.  How many will receive awards?  How many will simply be in attendance?  If food is included, you will need to provide an attendance list.


Processing Recognition Expenses
	Budgets
	Budgets for employee recognition are based on planned programs for each upcoming fiscal year.  Approvals of programs that are proposed during the fiscal year are subject to the availability of funds.

Managers, the OVATION Nomination Review Committee, and any other work groups that will be planning and coordinating recognition programs should work closely with the appropriate Division Director’s office to ensure that funds are available and that program documentation is completed.



	Employee Program Expenses
	Some items related to employee recognition programs are not considered reimbursable by the Department of Accounts (refer to CAPPS Manual Topic No. 20310).  A careful review of all expenses must be completed to ensure each is a proper expense.

There are several methods of payment for employee recognition program expenses.  The most practical and desired method is to use a MasterCard small purchase credit card.  The next preferred method is to arrange for the vendor to bill the division directly; however, sometimes the vendor will not direct bill.  In these cases, designated employees may pay for expenses out of pocket and be reimbursed through their respective petty cash funds or by Accounting Voucher.

	
	

	Paying Vendors Who Direct Bill and Employee Reimbursements
	The Accounts Payable Document Transmittal (FD-AP-01) is also used to reimburse expenses incurred and to pay a vendor directly.  In these cases, the FD-AP-01 must include the:

· Name of the vendor/employee to be reimbursed

· Date of original invoice

· Description of the goods or services purchased

· Recognition program for which the items were purchased

· Date of the program

· The statement Employee Recognition Program must be written in the description section.

Check to be sure that the org codes are consistent with those designated for Employee Recognition Program expenses.

When requesting reimbursement for meals for groups of 25 or less, an agenda and a list of employees in attendance must be included with the voucher.  If the group is larger than 25, an agenda must be included and the name of the group.  A list of employees’ names is not required.  The number of employees attending an event should always be indicated on the form.  Meal expenses should be within the guidelines established by the Department.  Funding for food is not provided by DSS for family members and contractors attending functions.  Non-state participants are welcome at gatherings Dutch treat.

	A Note About Purchasing Awards
	Contact your OVATION Coordinator for assistance and guidance when purchasing awards for recognition programs.  DSS maintains a contract with the Department for the Visually Handicapped for writing instruments.  Additional contracts can be reviewed with OGS.

	Frequently Used Account Codes
	Program expenses must be charged to the appropriate account code.  Frequently used codes are 511310-monetary awards, 511620-recognition leave and 512270 for the following:

· Code printing services (flyers, brochures, posters

· Code inbound freight

· Code food and dietary (catering)

· Code food items (purchased from grocery store)
· Code food and dietary supplies (cups, plates, napkins, utensils)

· Code premiums (awards, certificates, frames)

	
	


A sample of the text used in the Recognition Leave Request submittal memo is provided below:

Date:

TO:

Renée Fleming Mills, Director

Division of Human Resource Management

THROUGH:
Director



Division of 

FROM:
xxx Manager



Team

RE:

Recognition Leave Request 

XXX has made another significant contribution to DSS with the recent upgrade of FAAS to 11.5.8 version of Oracle Applications.  He/she did so single handedly and in record time thereby saving significant amount of money to the Department.  Due to Mr/s. X’s diligence and dedication, this very complicated upgrade went very well and gave DSS’s financial users the functionality they desired.  To reward this effort, I am requesting that one day of recognition leave be awarded to Mr/s. X.

Approved:

                   , Director



Date: _________________________

Division of Information Systems

Approved:

Renée Fleming Mills, Director


Date: _________________________

Division of Human Resource Management

APPENDIX I
General Information on Recognition and Rewards

Recognition for a job well done is a top motivator of employee performance.  Recognition is appreciating someone for something he/she has done for you, your group, or the organization.

Recognition and Rewards = Appreciation
When recognizing employees and coworkers for accomplishments both big and small, we express that their work is valuable and they are appreciated for their efforts.  The results are improved morale, increased productivity, and a more motivated staff.

This “Recognition Guide” provides a variety of methods, formal and informal, to recognize DSS employees for all types of achievements.  All DSS-funded recognition methods are listed, as well as recognition methods that cost little to nothing.  This guide not only provides ideas for the different types of recognition, but also gives step-by-step instructions on how to create, implement, and administer DSS-funded recognition programs.  DSS strongly supports the use of these methods to create a high performance workforce and instill the organization’s values among its employees.


The DSS                       Employee Recognition Guide is available at www.dss.state.va.us

What is Recognition?

Some employees and supervisors may think that compensation and recognition are the same thing.  “Why should we recognize employees when we give them a paycheck?”  It is important to understand that recognition is NOT a benefit: it is a positive reinforcement that we use to drive the learning and change we need in our workplace and to celebrate achievement of our goals and objectives. 

Experts explain that money may get employees to work but it doesn’t motivate them to “go the extra mile”.  Two thoughts to keep in mind are:

· Compensation is a fair exchange of a day’s efforts for a day’s pay

· Recognition shows the employee that someone noticed what they did and cared enough to show appreciation for it.

Recognition can be broken down into three categories:

· Spontaneous – Day-to-day acknowledgement of significant behaviors and contributions like a simple, sincere thank you or an on-the-spot token award.

· Planned Programs – Planned recognition of employees on a pre-arranged basis.  These are usually local programs, as opposed to unit-wide.  

· Formal Programs – Formal programs are usually high profile, agencywide programs with a defined set of guidelines such as The OVATION! Commissioner’s Excellence Award.

Buckingham and Coffman, authors of “First Break All of the Rules”, cited praise and recognition as essential building blocks of a great workplace.  On the most fundamental level, we need to be recognized as distinct human beings and to feel we add something unique and positive to our surroundings.  But those criteria typically receive the lowest scores on employee attitude surveys.  Said the gallop authors:


Historically, praise and recognition in the workplace have been handled from the perspective of, “if you don’t hear anything, assume you’re doing a good job.”  In contrast to this “old industrial workplace” mindset, the “new knowledge” mindset relies and depends upon praise and recognition as the means of defining what is valued by the organization.  Today, praise and recognition are communication vehicles for what is deemed as important.

The worst possible thing we can do to someone at work is to ignore him or her.  Just as our bodies need food, employees’ psyches need a steady diet of recognition or their energy, commitment and trust fade.

In fact, after decades of research on employee satisfaction, researchers Kouzes and Posner found that to get extraordinary things done in an organization, the best companies build a culture of trust and mutual respect by making use of a “human longing for meaning and fulfillment”. 
  In other words, the best organizations recognize the individual for his or her own role in the organization’s work.  They inspire the workforce to act, and they reward the individual and team. 

Recognition Ideas (outside the OVATION! Program)

Every day, employees’ work toward achieving the DSS mission and goals and/or when a milestone or a project deadline is met or exceeded, there is cause to celebrate.  Employees thrive and succeed in an environment that ensures their work is appreciated and recognizes they are individuals with different interests, goals and needs.  Managers can do a lot to create this environment by providing immediate and meaningful recognition that costs little, but is high in value.

These low to no cost ideas for day-to-day recognition will give managers a wide range of options in practically any situation.  Hopefully, these ideas will help you think of dozens more.  The possibilities are endless!

Say Thank You!
Saying thank you is an important but often overlooked part of employee recognition.  There are lots of ways to say thanks.  Just remember to be specific about why you are thanking the employee.   Suggestions are as follows:

· Leave a stick-it-note on someone’s desk or at his or her work area saying, “Thanks for your efforts on the ______ project.  You helped the section meet our deadline!”
· Send an email to the individual to thank him/her with copies going to the appropriate managers and/or coworkers.
· Create a personalized note pad just to say a special thank you to employees.  The notes could be copied and posted in a designated spot for more public recognition.
· Make a personal visit to someone’s work area to say thanks and acknowledge the specific behavior or contribution.
· Type a formal thank you on letterhead with copies to top managers, administrators, and coworkers.  In some cases, you may to draft a letter for signature of a higher level of management.
· Send your thank you to the editor of the VDSS News and Views to be published as a note.  Send a photo when possible.
· Bring in a box of doughnuts, candy or a fruit basket to the office or work site to show your thanks to one or more employees.
· Present a small token of appreciation as a thank you to one or more employees at a special gathering.
· Designate a bulletin board for thank you notes and photos of employees as a fun way to share good news.
· Visit any remote workers on the road to let them know their efforts are appreciated and that you care enough to come to them!
· Coordinate an “out to lunch as a group” day to say thanks to a work unit.  Even if each employee pays the tab, going to a restaurant as a group, rather than the usual brown bag, can be special.
Appreciate Someone!
There may be many special events in our personal and professional lives that should not go unnoticed.  There are many ways to celebrate these events:

· Acknowledge a birthday, graduation, or promotion by routing a card through the employee’s work unit to be signed and presented at a gathering (cake, doughnuts, or pot luck could be served).

· Decorate the office or employee work area with balloons or streamers to celebrate individual or group success.

· Holidays or work related milestones could be celebrated with potluck lunches/brunches, cookouts, or group outings to restaurants.

· Allow “brag time” at staff meetings for employees to share personal or work-related accomplishments – have a round of applause after each person takes his/her turn.

· Celebrate diversity by having a multicultural day in which employees share their heritage through native dress, food or educating others about their cultures.

· Take photos of employees and display in a prominent location to celebrate achievements, show appreciation, or just for the fun of it!

· Have a coffee and donuts/bagel break with employees and talk about the event or reason for celebrating.

Motivation and Morale Builders
Working in an environment that recognizes different needs and goals motivates employees.  This means that managers need to explore non-traditional ways of doing business to motivate and involve employees.  Following are some suggestions:

· Encourage and support participation in training and developmental workshops, seminars, and special functions.

· Ensure that employees who were involved in designing an information system product are involved in a “go live” ceremony.

· Rotate the responsibility for being your substitute or representative at meetings or other functions that you cannot attend.

· Involve employees in goal setting and work planning.

· When you are going to a meeting to present a proposal or project that involved the work of others, take them whenever possible and encourage their participation and input.

· Create and coordinate cross training or job swapping situations to help personal developmental goals, promote team work, and provide a change of pace of employees.

Sharing the Good News of Great Performance
There are many ways to share the good news of our employees’ achievements with other DSS employees and the public we serve.  In many cases, we need to spread the word about achievements beyond the individual or the immediate work unit, such as:

· Write a synopsis of an employee’s career and other achievements to be published in agency newsletters, DSS Status Reports, etc.  This can be done for work groups and teams as well.

· Mention employee achievements at staff meetings and bring the employee to be recognized whenever possible to management meetings.

· Designate or loan out a convenient parking space to employees as well-deserved recognition. 

· Display posters with employee photos and written praise in prominent locations.

· Make announcements on a public address system about recognition events and ceremonies.

· Offer press releases and photos to the local newspaper.

· Send email or other written notices to appropriate people highlighting the achievement and encouraging everyone to acknowledge the achievement when they see the employee(s).

Bringing Work and Family Together
Employees bring more to work than just their job expertise.  They are “whole persons” with families and interests outside of DSS.  An organization that recognizes personal needs express a caring environment that today’s employees are seeking.

· Have a Day-on-the-Job for children of employees.  Sponsor an art contest for the children that day with a “What my parent does at DSS” theme.

· Encourage employees to take advantage of the “Leave to Provide Community Service”, which includes participation in school activities.  (DHRM policy #4.40).

· Provide for the attendance of family members when awards or praise will be given at an awards ceremony, staff meeting, or other functions.

· Send a thank you note or letter of appreciation to family members or employees who have worked extra hours and sacrificed free time for a special project or peak workload situations.

· Encourage and support participation in the Adult Continuing Education Program and in other educational pursuits.  Allow employees a flexible schedule to work on educational goals.

· Show an interest in your employees’ personal lives, families, interests, and goals.  Ask about these occasionally.

APPENDIX 2:
Definitions

Monetary Awards:  Monetary awards are:

· Those paid by a negotiable instrument (cash, check, money order, and direct deposit). 

· Any item that can be readily converted to cash, such as savings bonds or refundable gift certificates.
· NOTE:  The total of monetary and non-monetary awards may not exceed $2,000 per employee per fiscal year.  Monetary awards shall not be added to an employee’s base pay.

Non-monetary awards:  Non-monetary awards include:

· non-refundable gift certificates

· meals

· trips

· plaques

· trophies/certificates

· pencils, pens, and desk items

· cups and mugs

· personal items such as clothing with agency logo

· tools, electronics

· sports equipment

· timepieces 

Recognition Leave:  

The statewide policy governing recognition leave is provided below.  Full-time and part-time classified, restricted, and “at will” employees are eligible for recognition leave.  However, wage employees are not eligible for recognition leave.  Recognition leave shall consist of a minimum of four hours and a maximum of five days (40 hours) of leave.  The value of Recognition Leave awarded will not be included in the computation of the $2,000 award limit per employee per fiscal year.

Recognition leave lapses within 12 months from the date it is awarded.  However, agencies may extend the 12-month retention period for recognition leave if the agency has been unable to allow the employee to use the leave.

An employee shall be paid in a lump sum for his or her recognition leave:

1. when the employee leaves state service by resignation, retirement, layoff, termination or death.
2. when the employee is transferred, promoted or demoted from one agency to another.
3. when the employee is placed on Long-term Disability under the Virginia Sickness and Disability Program (VSDP).
In addition, agencies may pay employees for their recognition leave balances if:

· at the end of the 12-month period, the agency has been unable to allow the employee to use the leave, or
· the employee moves from one organizational unit to another within the agency.
Any recognition leave paid to the employee is considered income and must also be taxed.  

To the extent possible, management should ensure that recognition leave granted as an incentive is used promptly both to reinforce the motivational value of this form of recognition and to ensure that the employee does not have to forfeit the leave award because it was not used in a timely fashion.  

Current procedures for requesting and scheduling use of discretionary leave will apply to recognition leave awards.  Recognition leave will be reflected on Payline. 

Tax Implications 
Regardless of the amount, monetary awards are subject to taxes in accordance with IRS tax regulations and considered income for the employee. Any recognition leave paid to the employee is considered income and must also be taxed. The DSS HR will be responsible for determining whether or not non-monetary awards are taxable, in accordance with Department of Accounts' guidelines and Internal Revenue Service tax regulations. Non-monetary awards that are less than $100 will not be taxed. Non-monetary awards that are greater than or equal to $100 will be subject to IRS taxes and included in the employee's W-2.  (Questions should be directed to the DSS HR Director Sr.)

Policy Interpretation and Authority:
The DSS Recognition Program, OVATION!, follows the State Department of Human Resource Management Policy #1.20.  The DSS Human Resource Director Sr. is responsible for official interpretation of DSS’s Recognition Program in accordance with the Recognition Program Guidelines issued by the Department of Human Resource Management.  

Funding: At the beginning of each fiscal year, the Division of Finance shall distribute $25 per MEL in the budget of each organizational unit to cover quarterly and impromptu awards.  It is important to note that no single individual may receive more than $2,000 per fiscal year as a result of OVATION!.  As a part of normal budgetary practices, each operational unit is responsible for ensuring that awards are made consistent with the provisions of this policy.

The OVATION! Program is effective June 30, 2007.
VIRGINIA DEPARTMENT OF SOCIAL SERVICES

EMPLOYEE RECOGNITION PROGRAM

OVATION! 

	AWARD
	FREQUENCY
	AMOUNT
	NOMINATION

	Commissioner’s Excellence Award
	Annual
	$2000 Bonus and up to five days recognition leave
	Nomination by Leadership Team Member

Nomination Review Committee

Presentation by Commissioner

	Star Award
	Quarterly
	$500 Bonus and/or up to two days recognition leave
	Written recommendation by any DSS employee

Presentation by Manager/supervisor

	“Cheer On” Award
	Any Time
	Non-monetary worth up to $25, as listed in policy
	Manager or Supervisor
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� Sue Glasscock & Kimberly Fram, Workplace Recognition, p 20, copyright 1999.


� Adrian Gostick and Chester Elton, Managing with Carrots, p 24-25, copyright 2001.


� Gostick & Elton, Managing with Carrots, p 83, copyright 2001.
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