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Employee Recognition Programs
1. GENERAL

This policy is to outline our organizational employee recognition and activity programs.
2. SCOPE

This document is applicable to all organizational employees.

3. ATTACHMENTS  

Attachment 1 – Top Performer Nomination Submission Form
*You can email us to request a copy of the attachment forms.


4. INSTRUCTIONS

4.1 Top Performer – It is the goal of this program to provide a way for employees to periodically acknowledge and honor company name Top Performers.  These employees stand out amongst their peers because of their consistent support of our corporate mission.  They meet and exceed expectations while they complete their daily tasks, going above and beyond with regards to the quality of their work, attendance, willingness to help and support others, continuing their professional growth by enhancing job knowledge and skills, receiving commendations from customers and their fellow employees, and maintaining a positive attitude.  Top Performer nominations may be suggested at any time by any employee for any colleague, including management. It is important to stress that the organization considers the Top Performer to be an employee who has surpassed normal job expectations.  We strongly encourage employee participation in the nomination process, however it is important to note that no one is under any obligation to submit a  candidate’s name if they do not feel that a recognition award is warranted.  
4.1.1 Eligibility: Open to all employees

4.1.2 Frequency: Quarterly 
4.1.3 Nominations: Nominations may be submitted anytime during an active quarter via the top performer nomination form (Attachment 1). Nomination requests must include the individual nominating the employee, their nominee choice, what the employee did, why it was important, and how their actions served the organization. These criteria areas will be thoroughly reviewed by Human Resources prior to determining winners.
4.1.4 Winners: Human Resources will review all employee nominee recommendations and select winners accordingly. Nominations will be reviewed with winners being announced within 1-2 weeks after a quarter ends. Multiple winners may come from a single department if employee nomination feedback warrants.  
4.1.5 Presentation: The selected top performer employee(s) will receive a recognition letter from the President and the Director of Human Resources. Award presentations will be posted on the Communications Portal at the start of a new quarter and a record of the award will be filed into the employee’s personnel file. 
4.1.6 Prizes: Recognition letter, Certificate, Gift cards or company store coupons will generally be the prize awarded.
4.2 Service Anniversary Recognition – Service Anniversary Recognition will be given out once an employee passes their 1st, 5th, 10th, 15th, and 20th anniversary dates in recognition of their years of service to company name.
4.2.1 Eligibility: Open to all employees

4.2.2 Frequency: Annual

4.2.3 Nominations: Administrative Assistant will work with Human Resources data to generate a yearly list of eligible employees for service recognition.
4.2.4 Presentation: A write up will be posted on the Communications Portal during the month of November.
4.2.5 Prizes: Include a printed certificate and will alternate, scaling up in significance based on years of service.
4.3 Annual Department Awards – The Department of the Year Award, each department’s Employee of the Year Award, and other awards as deemed suitable by the chief officers.
Who Selections Winner 
· Department/Employee Award Type
4.3.1 Eligibility: Open to all employees
4.3.2 Frequency: Annual

4.3.3 Winners: Chief Officers and Department Heads will review all employee accomplishments from the past year and select winners accordingly.
4.3.4 Presentation: Award presentations will occur at location and be posted on the Communications Portal.
4.3.5 Prizes: Vary depending on the award but may include plaques and other trophies, printed certificates, gift cards and company store coupons.  
4.4 Office Appreciation – Each main office location will have an office appreciation coordinator and/or team assigned to coordinate activities for their respective office.  These events will also move from a typical monthly rotation to a quarterly/semi-annual schedule pending the size of the activities.  Activities may be after or during work hours if an appreciation activity can be done without disrupting everyone’s work.  As an example an activity may be a Memorial or Independence Day cookout for lunch.  Each office will have an assigned budget that is based on the number of employees at a given location.  At times offices may elect to coordinate together for a larger activity such as the Fright Farm trip which multiple offices have typically attended. Unused allocated funds for a given year do not rollover to the next year.  
5. UPDATES  

Questions pertaining to this document should be directed to the Human Resources Department who is also responsible for maintaining and modifying its content. The programs will be evaluated on an annual basis and is open to suggestions.
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