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Recognition Begins with you

he Mission of the OKDHS. Child Support Enforcement Esprit Team is to oppreciate and acknowledge the efforts and

confributions of CSE employees. Recognition can be aimed at specific individuals, teams of workers, or the division as a
whole. Employee recognition is a.reward fer past work with an aim towards future productivity. This is not some ploy to make
employees work harder, nor is it simply a pracfice of rewarding employees with no eye on the future. Employee recognifion
resolves both of the problems. The goal is both fo reward and to motivate and sfimulate the employee’s confidence, selfesteem,
and productivity, all of the same time.

n simple terms, a happy worker is @ good worker. The most effective forms of employee recognifion are posifive, immediate,
and specific. Define specific and reachable goals, which can be achieved by an individual or o team, and promptly come
through on your endof the bargain when the goal has been achieved. In addition, simple and random forms of employee
recognition can also be highly effective. Gratifude, casual but sincere conversation, ora small surprise gift, oll serve to remind
that the employee is a valuedperson and a part of the division. As we move forward, we are striving to make enhancements
to CSE's award and recognition efforts as well as encourage and help support recognition efforts ot all levels within the state

of Oklahoma.
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|. Introduction

This reference book should serve as a tool for Esprit liaisons in developing their office award and recognition”programs: It
provides information on the importance of recognition in the workplace, guidelines to assist liaisons in developing a customized

program and recognition ideas.

The Importance of Employee Recognition

The implementation of effective award and recognition programs can create o positive working environment that encourages:
employess to thrive. Recognition makes employees feel valued and appreciated, contributes to higher employee morale,
increases organizational productivity, and aids in recruitment ond retention. Recognition is a powerful motivator. It serves fo-
reinforce the enthusiasm, commitment and social conscience of employees and is a great vehicle for conveying the agency

mission and goals.

What is most important in an award and recognition program?

To Senior Management

To Employees

To Managers of Programs

Increases productivity

Produces Return on Investment (ROI)
Improves attitudes

Builds loyalty and commitment
Generates positive feedback
Empowers the workforce

Assures efficiency
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Satisfies recognition needs
Creates a posilive recognition
experience

Provides a wide selection of
aftractive, personalized awards
Provides fimeliness of recognition
Guarantees quality of award
Fosters open communication

of appreciation

Provides value for employees

Includes efficient administration
Excites employees

Creates pride

Pleases management

Involves all employees
Develops a partnership with
the workforce

Adds value for employees
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The Role and Responsibilities of Managers

Managers can use recognition as a leadership tool. It can convaliais
performance and behavior that is valued by their managers. By ce
understand how their performance directly contributes to the agen

The role of Esprit is to:

. Encourage recognition;
Initiate training for supervisors, managers and award progrom codl
and delivery of the recognition program;

. Serve as a resource and advocate to CSE on the employee award and reCognt
Promote and communicote the oward progrom to the agency.

Esprit liaisons are encouraged fo

. Allocate resources fo implement the program;
Provide internal training for the award program; and
. Promote and serve as an advocate for the district office’s employee award and recognition

ftecognizing and rewarding employees. It is essenff@l that every
sponsibility fo provide effective feedback and positifle '

Al liaisons should be well trained in the elements d
liaison, manager and supervisor be aware of the r
reinforcement fo their employees

. Leam ways to m@zote and msplé others |

- leomn hoyf fo communic expeclafic
o o xplainhow the progro;%ﬁkn e
g gd@'élﬁployees wﬂh an undersianding
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Il. Developing a Successful Award and Recognition Program

Step One: Define the Program’s Scope and Direction

What are the goals and objectives of the program?

It is important.in the development of any program that the goals and objectives, or what is hoped fo b

dre understood by all those participating in the process. Child Support Enforcement Division, provides

promote opportunities for recognifion, community partnerships, and morale building within the workplcge.\f _
supports a forum for employees to receive credit by sharing their ideas and suggestions for program improvement.
order for o program to be costeffective and survive in the long term, the results of the program must co triﬂip .
achievement of the organizational mission. The award and recognition program should focus on acknowledging
those accomplishments and behaviors that contribute fo the organization’s mission and demonstrat izafi

values. It should be cautioned that recognition of behaviors unrelated to the organization’s mission m
ineffective program. These established program goals and objectives should clearly reflect the orge
‘mission, and vision for the future. Examples of program goals moy be: '

Improving safety

Honoring long-term employment

Acknowledging ereativity that results in new and innovafive procedures
Recognizing excellent customer service

Acknowledging employees of the week, month, quarter or year
Acknowledging positive atitudes

Honoring highly skilled employees

Honoring team players

Honoring refiring employees

Recognizing volunteers

An agency may select any number of goals and objecfives to suit their individual program.
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.
olso important fo remember that
The Esprit Program is @ team
in developing a budget for




COffices are required by regulation fo recognize employees for the length of service category. COffices have flexibility in the types of awards or
recognition given — monetary and non-monetary, and in fhe nomination and selection processes. Offices have the opfion 1o set limits on the
number of awards employees can receive in a fiscal year and are able to siructure the program fo best fit work unit and agency needs.
Consideration should be given to the goals of the proposed program, as well as the scope and budget of the program. Refer fo the program
guidelines for more information.

The award program should be evaluated regularly to ensure that program goals and categories confinue to be effective, are fresh, and align
with the work unit or agency objectives. The office may want fo consider surveying employees about the program to determine how well the
program is being received throughout the organization.

Notes
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Il. Award and Recognition Ideas

To enhance the division’s ability o provide meaningful awards and recognition, an office may s

No or low cost recognition ideas

Personal thank you notes or exmails
Wite a letter of recommendation or commendation to be placed in the employee’s person -
Free dressdown day

Good deed awards

Post on recognition board bulletin board, newsletters, and Web site.
Hall of Fame photos of recognized employees

Submit an orticle about recipient to Infranet or Internet . | g
Submit an article about recipient to local, regional or national newspapers regarding an emp
Begin a scrapbook that details achievements throughout the year, including photos. 1
Ask a'senior manager 1o aftend o staff meeting when recognizing employees for ochlevemen
Hold a recognition lunch: '
An informal party with various foods and soft drinks
Gift certificate to a local restaurant

Traveling trophy

Certificate or plaque

Mugs; pens, and tee shirts with feam or divison logo
Flowers _

Gift cerfificates for books or CDs

Movie fickets.

Month of free pcrking

Trophies
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Other Recognition Ideas e

When anyone makes a negative comment, put 25 or 50 cenfs into a pof and use the money f

When someone is named employee of the month, give a special name tag highlighting that sta

Points can be given out at any fime for anything such as good attendance, or helping out @ g

Special Focus

Inexpensive Ways To Reward Your Staff

® Say thanks to staff for doing a great job.
* Add a gold sfar on a nofe to staff.

* Give birthday cards fo all your staff.

* Provide free passes fo your facilities.



* Create an awards program for staff, such as a 110% Award for giving extra effort.
* Name a program after your staff, for example, the Search for John Smith Volleyball Tournament.

* Make breakfast for your staff.

o Highlight your staff in your program brochure.

* Praise sfaff in meetings.
* Make homemade cookies for.your stoff.

Ideas To Recognize and Motivate Your Staff

® Listen.

* Keep staff informed.

* Involve sfaff in decisions.

* Make work fun.

¢ Caich staff doing something right.
* Reward outstanding behavior.

* Celebrate successes.

* Provide training.

* Thank staff personally.

* Encourage staff initiafive
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Try this: Selection of employee month, qua
Monthly;
On the office bulletin board, employees should giv
and beyond their job dufies and also helping
Send an email. Send the list of On Target Reward:

The monthly winner will receive o Golden:

Quarterly:
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Try this: Monthly, come up with themes for units fo set up their own pot luc

January - Let It Snow 1
Have.a soup, chili, or crock pot day. Hold a chili cook-off. Get prize donations from local busir

February - Sweethearts Day
Liaisons can'send eards 1o all office employees or cut out itle hearts and give valentine car

March - St. Patty’s Day
Go green crazy including greenfood. Raise money by getting staff fo guess how many coin
April = Happy Easter 4
Have an Exiravaganza Breakfast as a fundraiser or make it pot luck. Send out an eard for |
Work Month, so plan something for employee's children. '
May - Cinco de Mayo

Hold q fiesta. May is also Best of the Best and Quality awards month, so remember fo help plan s
June - Beach Party

Have an Aloha Luau.or maybe pizza ond salad lunch sale.

July - Independence Da
Hold an OﬁieFoshioned Iyourlh of July picnic or sell barbeque.

August - Back to School -
Sell sack lunches. August is also the month for the CSE Cram the Van Tour. Encourage donations fr

September — Team Spirit
Hold a pot luck Tail Gate Luncheon.

October - Fall Fest -
Sell hot dogs and hold a hay stack luncheon. Have a door decorating contest and give pii

November - Let's Talk Turkey
Provide the furkey for office luncheon. Employees should bring side dishes. November is also thé

December ~ Holiday Hope
If funds are ovailable have the luncheon catered. It doesn't have to be a tradifional Christmas™d
else. Have a door decorating contest, and set a theme, with prizes for the fop three places. G#l
Play secret Santa. {
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Try This: Go around the office ask em;ﬁloyees what type of snacks they en
Go to a grocery store and buy those things. Sell them in the office designate

Golden coins — Supervisors should give them out when employees are:

learning new skills

Pitching in fo help a coworker

Volunieering

Mentoring new employees

Sharing information

Taking nofes in @ meefing

Holding a record of perfect attendance for the month
Adopting willingly fo change

Making people lough in a stressful situation

The coins can be redeemed for things in the freasure box:
Candy

Cookies
Popcorn
Badge covers
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New: ‘Esprit will be retiring the Spirit Stick that was being awarded quarterly. !
Our new quarterly award will be called the Esprit Clearinghouse. Esprit will go to the winning office quarterly and present the office
with balloons, basket of goodies, framed certificates, spirit, smiles, and $100 dollar check to help with awards and luncheons.

New: Esprit will purchase 12-inch Dart Trophies for each office. The trophy is passed to a new winner each month, the Golden Dart
Award employee of the month.
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