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PUBLIC WORK DEPARTMENT RECOGNITON

COMMITTEE

Mission Statement


The purpose of the Recognition Committee is to recommend and proceed with a fair and objective process whereby employees in the Public Works Department receive recognition for their accomplishments.


The Recognition Committee will strive to improve morale in the department by suggesting methods, on an on-going basis, to better recognize outstanding service in a timely, unbiased manner.


The Recognition Committee will consist of primarily non-management representatives of all Public Works divisions. The committee will meet periodically to evaluate recommendations from employees for the Service, Honor, Integrity and Proactivity (S.H.I.P.) Award.
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Goals, Method, Findings, and Objectives of the

Employee Recognition Committee

Goal:  The goal of the Public Works Employee Recognition Committee is to recommend a program that supports and encourages supervisors and co-workers’ recognition of staff for their accomplishments in a timely, fair, and appropriate manner.

Method:  Individual employees were surveyed by Committee representatives from their division.  The results were discussed and tabulated.  A set of priority goals was established based on employee response.

Findings:  Recurring comments regarding the current process are as follows:

a)
Quarterly meeting too long

b)
Recognition neither timely nor genuine

c)
Appropriate persons not being recognized

d)
Only high profile projects recognized

e)
Need a more open process

f)
Need to promote a more day-to-day awareness of recognition

g)
Supervisors should be held accountable to recognize their outstanding workers

h)
Some people liked the current process and especially liked receiving a plaque in recognition.

(All issues are addressed under the new award system.)

Objectives:  The Committee worked with sometimes-divergent opinions and the following objectives represent the Committee’s prioritization:

1.
Standardize and simplify current process.

2.
Provide a means for timely recognition of accomplishments, for all classifications, in a variety of ways.

3.
Promote employee participation, at all levels, in the evaluation and the selection process.

4.
Provide a process that recognizes positive work traits.

5.
Promote awareness of the benefits of participation in recognition programs. Hold supervisors / managers accountable and encourage them by training them on how to formally and informally acknowledge employees on a regular basis.
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Recognition Committee Recommendations

The Recognition Committee recommends that Senior Staff approve, support and provide the resources for:

1.
An award system that would maintain the Director’s three awards (Silver Pen, Customer Service, and Director’s Award) at the Public Works Department Recognition meeting.

2.
Add one award to the Department Recognition meeting whereby the employee is selected by peers (S.H.I.P.).

3.
Require Division Managers to hold tri-annual recognition meetings (in correlation with the Department Recognition meeting) within their respective divisions as a forum to recognize the following categories:

-
Technical

-
Project/Team

-
Sustainable

4.
Add an informal (day-to-day) award that can be given at any time that recognizes various achievements (Kudos). (Departmental)

5.
Hold the Public Works Department Recognition meeting tri-annually instead of quarterly. These meetings should be in correlation with #3 above.

Recommendations on Committee Structure:

1.
Committee by composed of at least one representative from each division.

2.
New committee elected once a year, in May, and the committee keeps three seats for alumni members to ensure continuity.

3.
Recognition Program by reevaluated in one-year.

Recommendations on Accountability:

1.
Each Division Manager should take responsibility to inform and train their division about the new program.

2.
A small committee within each division should be set up and should include the Division Manager, the Recognition Committee representative and at least one other employee.

3.
Deputies should discuss monthly with Division Managers their progress on their recognition program.

4.
Include Recognition as a performance target on Division Manager’s annual evaluations.
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Description & Procedure of New Awards

Each of the suggested awards meets a combination of the objectives. Together, as a system, the awards process meets all of the objectives.

Department Award

S.H.I.P. Award:  The S.H.I.P. Award is an exemplary award; the acronym stands for Service, Honor, Integrity and Proactivity.  It carries the same level of importance as the Director’s Awards.

Objective: This award responds to the objectives of an employee being recognized by peers and credits positive work traits.

Procedure:  Nomination forms available in all divisions. Completed forms submitted to the Employee Recognition Committee, three weeks before tri-annual recognition meeting, for review and selection.

Award:  Award would be a day off, certificate or small plaque, and name would be placed on a perpetual plaque somewhere in the Director’s Office. Letter to recipient with copy to Personnel jacket.

Division Awards

Technical Award:  This award recognizes technical excellence in a particular field of expertise.

Objective:  This award responds to the objectives of timely recognition and provides a means for a technical person to be acknowledged.

Procedure:  Nomination forms available to supervisors and peers. Completed forms go to Division Manager. Division Manager establishes a procedure with Senior Staff to review and select candidates.

Award:  Certificate of commendation, time off, or other token gift may be given. Honorable mention at Department Tri-Annual meeting.

Project/Team Award: This award recognizes exceptionally completed projects or teamwork.

Objective:  This award responds to the objective of timely recognition and provides a means for employees to participate in the selection process to recognize an outstanding project or team.

Procedure:  Nomination forms available to supervisors and peers. Completed forms go to Division Manager. Division Manager establishes a procedure with Senior Staff to review and select candidates.

Award:  Certificate of commendation, time off, or other token gift may be given. Honorable mention at Department Tri-Annual meeting.
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Description & Procedure (continued)
Sustainable Award:  This award recognizes the employee who consistently is a source of help to other employees.

Objective:  This award responds to the need of recognizing positive work traits.

Procedure:  Nomination forms available to supervisors and peers.  Completed forms go to Division Manager. Division Manager establishes a procedure with Senior Staff to review and select candidates.

Award:  Certificate of commendation, time off, or other token gift may be given. Honorable mention at Department Tri-Annual meeting.

Informal Award

Kudos Award:  Open, Department-wide, Informal Award.  This award gives all employees an opportunity to recognize other exceptional staff in the department.  There are no specific criteria.

Objective:  Morale booster.  Provides a means for timely recognition of accomplishments; promotes employee participation, at all levels, in the recognition program; can recognize positive work traits as well as technical skills; emphasis employee importance for their day-to-day work.  If one person continuously is being recognized, this can serve as a qualifier for the S.H.I.P. Award.

Procedure:  Informal forms readily available to all employees.  Completed forms go to Division Manager, a copy of acknowledgement to Personnel file.  Recipient should be awarded within one day.

Award:  This is a variable.  Can be a verbal thank you, letter to file, token gift, lunch, an hour off, a piece of chocolate or something humorous – depends on the personality of the recipient and the giver.
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City of San José

Department of Public Works

EMPLOYEE RECOGNITION PROGRAM
S.H.I.P. AWARD NOMINATION FORM

The S.H.I.P. Award is given by employees to other employees in the Public Works Department in recognition of Service, Honor, Integrity, and Proactivity. We all possess the potential for these qualities, independent of our classification, status or duties. By learning to recognize these qualities in others, we also succeed in fostering them within ourselves.

Name of Nominee: ____________________________________________

   Division/Classification: ______________________________________

Submitted By:  _______________________________________________

   Division:  __________________________________________________

Date:  _______________________________________________________

CRITERIA

Please attach a brief explanation of why this candidate deserves the S.H.I.P. Award. Indicate how the individual accomplishments relate to any of the specific criteria listed below.

SERVICE

1.
Gives consistent support.

2.
Exhibits positive “can do” attitude

3.
Actions benefit others (Supervisor, Staff, Public)

4.
Personally responsible, prepared

5.
Understands & maintains work flow (does their part well)

HONOR

1.
Practices open and honest communication

2.
Shows respect for others, kindness, loyalty

3.
Is a source of credit to the Section, Team, Division, Progression

4.
Takes pride in their work, consistently goes beyond the minimum standard of performance

INTEGRITY

1.
Dependable, keeps promises

2.
Understands and adheres to City’s/Department’s Values and Mission

3.
Displays a sense of fairness, can create win-win solutions

4.
Maintains personal accountability

PROACTIVITY

1.
Keeps a sense of perspective or keeps the end in mind

2.
Practices self control, chooses appropriate responses

3.
Values other (different) viewpoints

4.
Continually seeks ways to improve

5.
Plans ahead, forward-thinking

RETURN COMPLETED FORM TO:
EMPLOYEE RECOGNITION COMMITTEE


ROOM 323, CITY HALL
c:  Nominee, Submitter, Division Manager, Personnel File
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City of San José

Department of Public Works

EMPLOYEE RECOGNITION PROGRAM

DIVISION AWARDS - NOMINATION FORM

The Division Awards give Public Works employees an opportunity to be recognized for their accomplishments in one of three categories:  Technical, Project/Team, or Sustainable. 

Name of Nominee: ________________________________________________Award: ________________

   Division/Classification: ______________________________________________

Submitted By:  ______________________________________________________

   Division:  _________________________________________________________

Date:  _____________________________________________________________

Please attach a brief explanation of why this candidate deserves the Technical, Project/Team or Sustainable Award. Indicate how the individual’s accomplishments relate to any of the specific criteria listed in the appropriate category.

TECHNICAL AWARD CRITERIA

1.
Excellence in particular field of expertise.  Acknowledged by peers

2.
Uses resources available in an ingenious, productive manner.

3.
Involved in tasks that have had inherit difficulties that must be overcome.

4.
Completes tasks on time, within budget, and produces projects of high quality.

5.
Completes tasks that save the City a measurable amount of money, or reduces waste.

6.
Coordinates assignments with other organizations/departments in a professional and efficient manner.

7.
Invents new product or procedure that sets the norm for industry, or other organizations to follow.

8.
Achieves professional goals beyond the required job specifications (i.e. certificates, academic degrees, attendance of seminars, etc.).

PROJECT/TEAM AWARD CRITERIA

1.
Completes project that has inherit problems or difficulties.

2.
Completes projects on time (or ahead of schedule), meets budget or measurable savings to City.

3.
Project completed with a high degree of quality. Excellence noted by other organizations or departments.

4.
Project completed under time pressure. Quick response by individual or project team.

5.
Makes excellent use of available resources.

SUSTAINABLE AWARD CRITERIA

1.
Provides a consistent source of help to others in completing tasks.

2.
Communicates well with staff, tries to help solve problems.

3.
Can be relied on to perform assigned tasks and to meet deadlines.

4.
Helps to create a positive and optimistic working environment.

RETURN COMPLETED FORM TO:
DIVISION MANAGER

c:  Nominee, Submitter, Division Manager, Personnel File
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City of San José

Department of Public Works

EMPLOYEE RECOGNITION PROGRAM

KUDOS AWARD

The purpose of the Kudos Award is to give you an opportunity to show your appreciation to another Public Works employee for a job well done.

	· DEPENDABLE


	· CONSCIENTIOUS
	· INTEGRITY

	· LEADERSHIP


	· JOB SKILLS
	· COMMUNICATIONS

	· ACCOUNTABILITY


	· GREAT ATTITUDE
	· OTHER


Explain the circumstances:  ___________________________________________________________

Kudos for:  ______________________________Observer: ___________________Date: _________

RETURN COMPLETED FORM TO:
DIVISION MANAGER

c:  Nominee

City of San José

Department of Public Works

EMPLOYEE RECOGNITION PROGRAM

KUDOS AWARD

The purpose of the Kudos Award is to give you an opportunity to show your appreciation to another Public Works employee for a job well done.

	· DEPENDABLE


	· CONSCIENTIOUS
	· INTEGRITY

	· LEADERSHIP


	· JOB SKILLS
	· COMMUNICATIONS

	· ACCOUNTABILITY


	· GREAT ATTITUDE
	· OTHER


Explain the circumstances:  ___________________________________________________________

Kudos for:  ______________________________Observer: ___________________Date: _________

RETURN COMPLETED FORM TO:
DIVISION MANAGER

c:  Nominee
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SAMPLE

OF LETTER TO FILE

DATE

Name

Classification

Dear ____________:

I want to extend my personal thank you for a job well done.  Your efforts on your recent project were appreciated and noticed.  It is dedicated employees like you that make Public Works such a great place to work.

A copy of this letter will be placed in your personnel file.

Thanks again for your exemplary work.

Sincerely,

Division Manager or

Director of Public Works
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Suggestions On How To Successfully Recognize Employees

· Delivery recognition in a personal and honest manner

· Tailor your recognition to the unique needs of the people involved

· Be sure award is timely

· Be sure employee understands why they are receiving an award

· Recognize employees who recognize others (this person is an asset to any organization

· Recognize small achievements

Personal Tips

· Discipline yourself to think about recognition each day until it becomes a habit.  Make a list of 3-5 positive things you would like to achieve before the end of the week and follow through with at least 1 or 2 items.

· Apply Seven Habits teaching

· Become more accessible to employees

· Institute Reverse Performance Appraisals

· Attend seminars that address diversity and recognition

· Subscribe to periodicals that give tips on recognition

11

