	[image: image1.jpg]Ay,

DHSS
m




	
	ADMINISTRATIVE MANUAL

	SUBJECT:
EMPLOYEE BENEFITS, SERVICES AND 


AWARDS
	Chapter:
14

	
Employee Recognition Awards
	Section:
14.2

	REFERENCES:
	Page:
4 of 4

	
	Revised:   3-19-15



EMPLOYEE RECOGNITION AWARDS

I. PURPOSE:
The Department recognizes the value of employee efforts and tenure in the Department. The Department encourages the recognition of employees through Department service awards, the Employee of the Month Program and team awards.

II. SCOPE:
Departmentwide.

III. SERVICE AWARDS:
Since July 1, 2010, the service awards given to employees in the Department are based on state tenure.  

A. Employees will be recognized for total state service beginning at five year intervals.

B. Total state tenure will be determined by Missouri State Employees' Retirement System (MOSERS) service credits.

C. Purchased service credit time that adds to MOSERS credit for retirement will not be used.  Only benefit-eligible time will be counted.

D. The Department will not provide awards retroactively.
E. If an employee terminates employment during the year and an award is due, the award will be presented at the time of termination or when the award is available. Employees must notify the Office of Human Resources of their desire to receive the award.

IV. EMPLOYEE OF THE MONTH:
Each month an employee may be recognized as the “Department Employee of the Month” for outstanding service and/or a special achievement.
A.
Eligibility:

Any Department employee may nominate another employee from the Department for the award. Department directors, deputy department directors, division directors, deputy division directors (acting and official), and hourly and intermittent (H&I) employees are not eligible for the Employee of the Month award.

B.
Nomination and Selection Procedure:

Nominations must be submitted on the State Employee of the Month Nomination Form. The nomination form must be signed by the nominator and approved by the nominee's bureau/office chief. The form should then be sent to the nominee's division director for approval. After all approvals have been obtained, the form is then submitted to the Office of Human Resources.

The nominations will be sent to the Department Director who will review the nominations and select his/her choice. Nominations received in the Office of Human Resources by the 10th of the month will be considered for the award for the following month. Nominations received after the 10th of the month will be considered for the award for the next month.

C.
State Employee of the Month:

Each month one (1) state employee is recognized by the Governor as the “State Employee of the Month” for providing outstanding services to a citizen, institution or department. A selection committee from various state agencies, chosen by the Office of Administration, reviews the nominations and selects the State Employee of the Month. The Department Employee of the Month is the Department’s nominee for State Employee of the Month for the next month following their selection as Department Employee of the Month (i.e., if the employee as Department Employee of the Month in January, the employee would be submitted for consideration as the February State Employee of the Month). 

D.
Presentation of Awards:

1. The Employee selected as Department Employee of the Month will be presented a plaque at a reception provided by the employee’s organizational unit.

2. The State Employee of the Month will be honored with a ceremony in which the Governor or designee will present the Employee of the Month with an engraved plaque in recognition of their extraordinary service.
V. SPECIAL ACHIEVEMENT AWARDS FOR EMPLOYEE GROUPS:
Director’s Award for Team Quality Improvement:

A. Background:

The purpose of the award is to recognize Department employees who, as part of a team, demonstrated exceptional performance and quality improvement.
B. Eligibility Requirements:

1. While not required, nominations are encouraged from teams whose members represent bureaus, offices, sections, or divisions that do not usually interact with each other. Direct involvement with outside stakeholders, although not mandatory, is strongly encouraged. 

2. The actions recognized should be quantifiable and show an accomplishment and/or impact. Examples include:
a) Lives saved or affected positively.

b) Reduced staff time.
c) Money saved.
d) Reduced steps in a process.
e) Increased customer satisfaction.
f) Increased reach. 
g) Disease or illness potentially prevented.
The award should recognize an effort that caused a positive change in either policy or procedures or had an immediate and/or long lasting positive impact on the Department or the general public.  

C. Nomination and Selection Procedures:

1. Any employee may nominate a team for the award.

2. A division director may veto any nomination.

3. The Department Director will select the award on a quarterly basis.

Nominations should be on the Director’s Award for Team Quality Improvement nomination template and submitted to the Office of Human Resources. The nomination must be signed by the nominator and approved by the nominee’s bureau/office chief. The form should then be sent to the nominee’s division director for approval. After all approvals have been obtained, the nomination is then submitted to the Office of Human Resources. 
The nominations will be sent 
to the Department Director who will make the selection.
D.
Presentation of Awards:

Teams selected for the Director’s Award for Team Quality Improvement will be presented with certificates at a reception provided by the organizational unit that submitted the nomination. Teams will also be featured in the DHSS newsletter “Snapshot”.

VI. ADMINISTRATION OF AWARDS PROGRAMS:
The Office of Human Resources is responsible for the administration of the Service Awards Program, Employee of the Month, and Director’s Award for Team Quality Improvement.
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