Building Department
Employee Recognition Program

The Building Department is recognized for having dedicated, loyal and efficient
professional staff dedicated to providing excellent customer service. To express
its appreciation to its valued employees, the Building Department has adopted
a policy dedicated to recognizing its employee's outstanding performance and
service. The Building Department’s recognition program is comprised of various
components, offering diverse tools to reward excellence.

Program Obijectives

= provide management tools to recognize ongoing employee dedication,
outstanding contributions, superior performance and exceptional service

» promote career growth and retain professional staff with Building Dept.
« foster positive employee morale and camaraderie

Programs include:

TAG (The Attendance Game) - Perfect attendance
Employee of the Quarter (departmental)

Going the Extra Mile special presentations (departmental)
County’'s Employee of the Year

Service Pin Awards (departmental via Personnel Section)

Revising:
Employee of the Quarter

The Building Department recognizes employees who consistently perform their
jobs in an exemplary manner through an existing Employee of the Quarter

program.

Revising the following in the Employee of the Quarter program:

The Qutstanding Building Department of the Quarter program currently awards
a $50 U.S. Savings Bond. Revising the program to award $250 per Quarter
winner. The maximum any one employee may receive is $1000 cash equivalent
per year. Awards are taxable to the employee under federal law. Each award

with a cash equivalent will be reported to the Finance Department and




Employee Relations Department, Administrative Services Division. All awards will
be reported to the Employee Relations Department. Funding source for the
Building Department’'s Employee of the Quarter program will be coordinated
and administered via the department's Finance Section.

Introducing:
On-the-Spot Recognition Award

Selection Criteria and Frequency:

The Building Department recognizes employees who have contributed in a
positive manner to the department through the performance of a specific
project, work product or action. The On-the-Spot Recognition Program provides
an immediate reward and recognition to employees for their efforts and
confribution when the employee has gone beyond the call of duty and
performed a particular outstanding project, product or action.

The guidelines are as follows:

1.

Full time employees of the Building Department under the level of
Director are eligible to receive on-the-spot recognition by Building
Department supervisors under the On-the-Spot Recognition Program.

Supervisors who wish to present an employee with an On-the-Spot
Award would prepare a brief description of the employee's
accomplishment/merit on the internal departmental form, with carbon
copies to the respective Division Director, Deputy Director and
Department Director. Upon receiving the description and approval, a
certificate is prepared by the Communications and Public Information
Section and is presented to the supervisor and Department Director for
signature. The certificate is returned to the supervisor for presentation
to the employee.

Director will issue Excellence Awards when it is deemed that the
employee’s performance was far superior and is deserving of
recognition beyond the on-the-spot award. This allows the Director to
recognize any employee at any time with a variety of awards.




4, Recognition awards include:

Awards may vary and may include a check, gift certificate, gift
card, savings bond, movie passes, event tickets, travel
certificates or other equivalent as determined by the
Department Director and in accordance with AO 7-30. Each
award is capped at $500 cash equivalent. The maximum any
one employee may receive is $1000 cash/year

* A Certificate of Recognition/excellence awards/Plaque
* Verbal recognition at Formal Departmental/Divisional Staff

Meeting
* Employee’s personnel file will note award

Awards are taxable to the employee under federal law.

Each award with a cash equivalent will be reported to the Finance Department
and Employee Relations Department, Administrative Services Division. Al
awards will be reported to the Employee Relations Department.

Funding source for all three components of the Building Department's Employee
Recognition Programs will be coordinated and administered via the

department's Finance Section.
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Please use the following quide to nominate the Employee initi ideas that fici
employee of your choice. Theck as many statements as Dthr: depm:;t:tes new ideas fevelpresniberccation

are applicable. You may attach additional comments
and supporting documentation if you wish.

Date: /. /

I nominate

(section) to receive
the “Outstanding Building Department Employee of the Quarter” award.

The reasons for the nomination are as follows
(check as many boxes as you feel applies). An
example must be provided for each box that is
checked.

O Employee has demonstrated efforts toward self-improvement.

-

O Employee is reliable and has excellent work habits including:
consistently completing assignments on schedule, observing
work hours and exceptional attendance.

O Employee has demonstrated a personal commitment to the job
by contributing to the overall goals/mission of the department.

O Employee has a professional approach to the daily work
assignments, in working with others, including customers and
the general public.

d Employee consistently provides outstanding customer service.
Please attach commendation letters from the public if applicable.

[T Employee encourages team work and cooperation,
- & Gt Please add any comments that best describes the employee you

are nominating. Please attach additional sheets or any
documentation (ex. commendations, letters, etc.) if needed.
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