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Recognition Award Scheme Policy and Practice

Definition

The Recognition Award Scheme is designed to reward typically small but appreciated efforts in the short term through a small tax-free award and should be an acknowledgement of the extra effort or contribution of an individual or team which is not part of the ‘normal job’ and provide a ‘thank you’ gesture.  
Purpose

Formal recognition processes acknowledge success and are based on the belief that employees will be motivated if their achievements and contribution are recognised.  
The RVC believes that individuals and teams should be recognised:

· for a high level of accomplishment or performance such as customer care or support to colleagues which is not dependent on achievement against a given target
· when demonstrating behaviours which are valued in the RVC
Recognition Awards are made to individuals in recognition of their contribution to the points above. They are not intended to reward:

· Highly valued skills, knowledge or experience. These are rewarded through the incremental increase policy, and for those on the maximum of the salary spine for their grade, by using the extended ranges
· Clearly identifiable work done over a specific period that is regarded as over and above their normal workload.  This is done through giving a significant one-off payment when the work has been finished through the Special Awards Scheme
The Recognition Award Scheme is intended to be flexible and to provide managers with a way of rewarding staff in a wide range of circumstances. It is therefore not appropriate to define precisely when awards should be made, however, examples of actions which may be recognised are shown below.  This is not a prescriptive or conclusive list but provided for illustration.  

· Helping others when workload is heavy

· Providing additional assistance to client – ‘going extra mile’

· Demonstrating valued behaviours – living the RVC’s values

· Identifying improved work practices 

· Making or recommending cost savings (not as part of role)
Eligibility
Eligibility for Recognition Awards is dependent on the following:

· Being within Grades one to five 
· successfully completing their probation period 

· demonstrating consistent satisfactory contribution

· fulfil the requirements of their role

· not being subject to any disciplinary action  

Quantum of Award
Awards are in the form of vouchers provided by ‘One4all’ to the value of £20 for the individual to spend as they wish at identified outlets. 

Examples of places to use the voucher are:

· Debenhams

· House of Fraser

· Boots

· B&Q

· Argos

· Comet

· JJB Sports

For further places and more information about the voucher please visit http://www.giftvouchershop.co.uk/
Procedure
Recommendations are made on-line to HR using the ‘Application for a Recognition Award’ form.  Forms must be submitted to the Special Reward Administrator (SRP) as soon as possible after the event that the line manager wishes to recognise.  HR will produce a letter and send it to the line manager electronically for them to print off, sign and personally present to the employee.  It is not envisaged that a formal presentation be made but rather that the line manager takes the opportunity to meet with the individual to thank them and recognise their contribution.  However, on occasion it may be appropriate to make a more high level presentation to an individual or a team which is going to be receiving a Recognition Award.

Once the individual is in receipt of the signed letter from their line manager, they must collect their voucher from HR.  
HR will advise line managers on the merits of the business case presented giving consideration to factors such as:

· Fairness

· Equity

· Transparency

HR will also advise as to whether, in the particular circumstances, the Recognition Reward Scheme is the most appropriate mechanism for rewarding an employee.  

A report detailing the typical recommendations and actual Recognition Awards made by each Department will be presented to the SRP at their scheduled meetings – typically once per Quarter.  
Review

The scheme will be reviewed and awards monitored to ensure the College’s commitment to equality of opportunity is maintained. 

This policy is at the discretion of the SRP and is subject to review and may be subject to change from time to time. 

Any proposals, amendments and revisions to the remuneration scheme will be proposed through HR and approved via The Principal and SMG.
The scheme will reviewed formally after one year of operation. 
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