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     PLANNING AND DEVELOPMENT
	HUMAN RESOURCE MANUAL

	
     Department Recognition
	Section 1413c



DEPARTMENTAL RECOGNITION

INTRODUCTION 

1. The development and maintenance of Departmental Recognition Programs acknowledges individual employees or teams who demonstrate excellence and innovation in meeting the objectives of a Department, Board or Agency. These programs assist in motivating the public service as they provide an effective and comprehensive way for employees to be recognized at the department level.

APPLICATION 

2. In conjunction with the Employee Recognition Policy, these guidelines and procedures apply to all employees, except those employed by the NWT Power Corporation.  Participation in department recognition awards is on a voluntary basis. 

DEFINITIONS

3. Corporate Human Resources is the Corporate Human Resources Division of the Department of Human Resources.

4. Management and Recruitment Services is the Management and Recruitment Services Division of the Department of Human Resources.
5. Deputy Head means the senior public service employee of a Government of the Northwest Territories (GNWT) Department, Board or Agency.

6. Non-cash awards means awards excluding cash or items that are equivalent to cash such as stocks, bonds, raw precious metals and gift certificates.

7. Formal recognition means department-wide recognition administered through a formal nomination process.

8. Informal recognition means the acknowledgement of day-to-day accomplishments in the workplace through an informal means. 

GUIDELINES

9. Departments, Boards and Agencies are encouraged to provide regular formal and informal recognition to their employees.  

10. Deputy Heads may assign a department representative as recognition coordinator.

11. Co-workers, peers, clients, supervisors or subordinates may nominate recipients of department recognition.

12. Care should be taken to provide a form of recognition that is appropriate for the recipient(s).  This may require consultation with the recipient, a team member or his/her peers.

13. All employees should be consulted before administering public forms of recognition.  Consent must be obtained before publicizing the names of award recipients.

14. Departments, Board and Agencies are responsible for implementation, communication and all approved costs related to department recognition including awards, certificates and social events.

15. Department recognition awards do not include travel costs for employees to attend a function.

16. The purchase of alcoholic beverages is not an eligible expenditure. 

Formal Recognition Process

17. Formal recognition will be considered for employees or teams who have made outstanding contributions and accomplishments which best reflect the Department's corporate objectives.  The following are accomplishments that may lead to recognition:  Attachment “A “ provides a sample of a formal recognition program.

a) creative solutions resulting in improvement to systems or processes;

b) exceptional performance on an ongoing basis;

c) outstanding dedication to special projects or activities;

d) unique contributions that demonstrate excellence and innovation;

e) ongoing collaboration or support of a team effort;

f) exceptional service provided to co-workers;

g) outstanding contributions to the department; and/or

h) personal milestones that support department objectives.

18. Selection of award recipients in the formal recognition process may be completed by: 

a) Nominations may be reviewed and approved by a formal recognition committee consisting of employees from their respective Department, Board or Agency.  Attachment "B" provides sample terms of reference for the administration of an employment recognition committee. 

b) Deputy Heads may delegate the responsibility for reviewing and approving nominations of a Department, Board or Agency to a departmental recognition coordinator.

c) Deputy Heads may review and approve nominations for their respective Department, Board or Agency. 

19. It is recommended that nominations be reviewed and recipients awarded on at least an annual basis.

20. In addition to a congratulatory letter, departments are encouraged to give each award recipient a token of appreciation to mark the occasion.  The respective Minister may sign congratulatory letters.  The letter should include a description of the employee's accomplishment and be copied to the employee's personnel file.  If applicable, employees should be provided a choice of award to ensure that it is suitable and appropriate.

21. Allowable costs of non-cash awards for formal recognition shall not exceed: 

a) Individual recognition - up to $75.00 per employee; 

b) Team recognition - up to $75.00 per team member. 

Informal Recognition Process

22. Informal recognition is the acknowledgement of day-to-day accomplishments in the workplace by co-workers, peers, managers, supervisors and/or subordinates.  It may include one-on-one acknowledgement or a public form of recognition. 

23. Managers may support recognition of employees outside of the formal recognition process by approving expenditures for awards as recommended by clients, peers, supervisors and/or subordinates.

24. Allowable costs of non-cash awards for informal recognition shall not exceed: 

a) Individual recognition - up to $25.00 per employee; and

b) Team recognition - up to $25.00 per team member.

PROCEDURES

Formal Recognition Procedure

25. Deputy Heads, can request Management and Recruitment Services to assist in the development and coordination of Department Recognition Programs.

26. For formal recognition, Deputy Heads issue an annual call for nominations and identify a primary contact for all inquiries.

27. Managers, supervisors, peers, clients and co-workers submit nominations to the department contact before the specified cut-off date using a standard nomination form.  Attachment "C" provides a sample nomination form.

28. The Deputy Head and the department recognition committee or coordinator review the nominations.  The Deputy Head or his/her delegate will approve the final selection of award recipients.

29. Deputy Heads decide the appropriate method of delivery for formal recognition awards.  Recognition may be awarded at a predetermined annual event.  Events should take into consideration regional recipients and may be coordinated among departments.

30. If a congratulatory letter is sent to the employee, a copy is sent to Management and Recruitment Services for placement on the employee(s) personnel file.

31. Nominees who are not recognized through the formal process may be commended for their contribution through the informal recognition process.

Informal Recognition Procedure

32. Informal recognition not requiring an expenditure or the coordination of a social event during work hours may be given at the discretion of employees, peers, clients, managers or subordinates.

33. The Deputy Head must authorize informal recognition requiring expenditure or the coordination of a social event during work hours.

34. Receipts for allowable expenditures must be verified and submitted for reimbursement.

35. Expenditures related to informal recognition shall be reported to the Deputy Head or his/her delegate on at least a quarterly basis. 

AUTHORITIES AND REFERENCES

FAM Directive 2004 
Extending and Accepting Hospitality, Gifts and Other Benefits, January 2003

FAM Directive 2005
Promotional Material, January 2003

ATTACHMENT “B”

SAMPLE TERMS OF REFERENCE

Department Employee Recognition Committee

Statement of Purpose

The Department Employee Recognition Committee is a body comprised of departmental representatives who are responsible for the review and approval of nominations for the departmental employee recognition award.  Committee members will strive to be objective and consistent in recommending recipients for recognition.

Membership

The Department Employee Recognition Coordinator will chair the committee. The membership shall be established with consent by the Deputy Head.  The membership should be representative of the Department’s divisions, regions, and gender and will be knowledgeable of the Department’s mission, vision and values.  All members must be familiar with the Employment Recognition Policy and guidelines.

Meetings

The Department Employee Recognition Coordinator will call meetings on an annual basis or as required.  Notice of meetings will be provided well in advance.  Members will be asked to review all nominations in an effort to determine whether a department award is meritorious.  Brief rationales will be established for each decision for future reference.  Meetings will be held in the Department’s choice of location.  Regional members may attend in person or by teleconference.

Roles and Responsibilities of Committee

Department Employee Recognition Coordinator

1) Schedule committee meetings.

2) Prepare and distribute agenda, nomination forms, and relevant guidelines to committee members.

3) Facilitate committee meetings by leading the discussion and ensuring that each nomination is thoroughly reviewed.

4) Ensuring that all relevant guidelines and selection criteria are adhered to.

5) Provide relevant comparative material to committee members.

6) Arrange participation by departmental representatives if necessary.

7) Prepare and distribute selection decisions to supervisors/managers in a timely manner.

8) Liaise with the Deputy Head in arranging award distribution and/or ceremony.

9) Maintain a record of all recipients of the department award.

10) Keep members current on all developments concerning employee recognition.

General Members

1) Review and select recipients for the department award.

2) Ensure nomination forms are fully reviewed and all relevant material and information has been taken into consideration.

3) Consider departmental objectives and how the achievement contributed towards that end.

4) Strive to maintain objectivity and consistency.

5) Assist in the establishment and refinement of committee procedures.

Guidelines

1) A quorum must be present to approve nominations.

2) Consensus must be reached in order to approve selection of a nominee for a department award.

3) Members may request clarification by a supervisor or manager to assist in the evaluation of the nomination.  This should be coordinated through the Department Employee Recognition Coordinator.

4) Members may elect to briefly defer a decision on a specific nomination pending further clarification by the team or employee’s manager.

5) If consensus cannot be reached, the Department Employee Recognition Coordinator may call upon a representative of the Department of Human Resources to assist in the review.

6) Committee members who find themselves in a conflict of interest situation due to having a direct reporting relationship with the nominee or team are required to discuss this with the Department Employee Recognition Coordinator, and, if necessary in the opinion of the Coordinator, withdraw from the review.  The decision should be made with input from all committee members.

APPENDIX C

	FORMAL RECOGNITION NOMINATION FORM

	Employee Name:

	Division/Unit:

	Location:
	Contact Number:

	Team Name:

	 Team Members

  ______________________________
  ______________________________
  ______________________________
  ______________________________

  ______________________________
  ______________________________
 List More Names If Necessary
	  Contact Numbers

  ______________________________
  ______________________________
  ______________________________
  ______________________________
  ______________________________
  ______________________________


	Nominator Name:
	Nominator’s Phone Number:
 

	Nominator’s Signature:
	Date:(D/M/Y): 



	I am willing to be recognized as the nominator:
Yes    No



On separate paper, please describe and provide examples of how the employee or team members have achieved and provided:

a) creative solutions resulting in improvement to systems or processes;

b) exceptional performance on an ongoing basis;

c) outstanding dedication to special projects or activities;

d) unique contributions that demonstrate excellence and innovation;

e) ongoing collaboration or support of a team effort;

f) exceptional service provided to co-workers;

g) outstanding contributions to the department; and/or

h) personal milestones that support department objectives.

As well, describe how this effort benefited the department or GNWT in meeting its objectives.  Please limit your description to four pages or less.

Guidelines
1. Nominations must be sent to the contact listed below by the established deadline.

2. Employees are not permitted to nominate themselves.

Contact: 

Department Employee Recognition Coordinator

Department/Board/Agency




Phone: 867-###-####




Fax: 867-###-####




E-mail: whomever@gov.nt.ca 
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