System Office

Employee Recognition Program

Purpose:

The purpose of the Employee Recognition Program is to formally acknowledge the efforts and accomplishments of staff contributions to the objectives and efficient operation of the System Office and to encourage and to recognize staff efforts to achieve excellence in the workplace through professional development. The System Office Employee Recognition Program includes the Chancellor’s Awards, Professional Development Achievement Awards, and the Extra Effort Awards.

 General Provisions:  For all three programs the following provisions apply:
1.
The total of Monetary and Non‑monetary awards shall not exceed two thousand 
dollars ($2,000) per employee per fiscal year.

2.
Monetary awards are subject to taxes in accordance with IRS tax regulations. 
Non-monetary awards also may be subject to tax

3.
Recognition leave of up to five workdays may be awarded to a salaried (non-
wage) 
employee in a calendar (leave) year. The value of Recognition Leave 
awarded will not be included in the computation of the $2,000 award limit per 
employee per fiscal year.  Wage employees are not eligible for recognition leave

4.
An employee may receive the maximum Monetary and/or Non-monetary award 
and the maximum Recognition Leave award.

5.
Departments must budget for Professional Development Achievement Awards, 
and the Extra Effort Awards.

6.
Exceptions to this policy will be made only by the Chancellor.

A.
Chancellor’s Award

1.
Definition   A Chancellor’s Award is a monetary amount or leave with 


pay in recognition of outstanding efforts made toward the 




accomplishment of the Chancellor’s goals.  The award is generally given 


no more than once a year.


2.
Eligibility     Full time and wage employees are eligible to receive the
award.  The award may be given to an individual, a group of employees, or an office.  


3.
Procedure   A supervisor shall submit a request for an award to his/her 


cabinet member for approval.  The request must clearly detail the project 


and the accomplishment.  For teams or sections, one written request can 


cover multiple individuals.  The Chancellor shall review the request and 


notify award recipients in writing. 


4.
Provisions
a.
The total for monetary awards shall not exceed one thousand 
dollars ($1,000) per employee per fiscal year. 
a. Recognition leave up to 5 workdays may be awarded to a salaried (non-wage) employee in a calendar (leave) year. 
b. A Chancellor’s award is generally given no more than once a year.
B.
Professional Development Achievement Awards



1.
Definition    A Professional Development Achievement Award serves as


a companion to the System Office Educational Aid Program, which 


provides tuition support for approved coursework in 




degree 
programs. The award provides a monetary amount for staff who 


persist 
and complete increasingly higher degree levels.
2
Eligibility

a.
Any current System Office employee who is employed on a full-


time, permanent basis and has worked in the VCCS for at least six 


months and,


b.
Has received a satisfactory or better performance evaluation or is 


in good standing.  

c.
Staff on restricted funding can only be paid from the restricted 


funds; therefore eligibility should be determined by the grant 


administrator.


d.
For staff supported partially by restricted funding, the source of 


funds for the bonus payment can be prorated accordingly.

3.
Procedure     Employees must submit a written request to their 
supervisor to be considered for a professional development award.  The 
request shall be accompanied by documentation from the degree granting 
institution confirming that all degree requirements have been met and that 
the degree has been granted.  Supervisors will forward the original request 
to the appropriate cabinet member with a copy to the Human Resource 
Services Office.  The Human Resource Services Office will evaluate the 
request and inform the supervisor and the employee of the results of the 
review.

4.
Provisions 
a.
A bonus payment will be paid to staff upon completion of an 
approved degree program in the following amounts:

Associate = $500

Bachelors = $750

Graduate = $1000

b.
No award will be made for a “second” degree at the same level 

(i.e. a second Associate’s Degree)


5.
Effective Date   Bonuses will be paid for any eligible degrees earned since 

July 1, 2002 if the employee was serving as an employee of the System 


Office at the time of the award.

C
 Extra Effort Awards – 

1. Definition    a de minimus  award given to acknowledge meritorious efforts, outcomes, or behaviors in support of System operations.

2.
Eligibility   Full time and wage employees are eligible to receive the

award.  The award may be given to an individual, a group of employees, 
or an office.

3.
Procedure   Supervisors may nominate individuals or groups to receive an 
Extra Effort Award by completing an Acknowledgement of Extra 
Contribution form that is also signed by the respective Vice Chancellor. 
Department heads will have complete discretion over the distribution of 
these awards with the consent and approval of the 
appropriate Vice 
Chancellor/Cabinet member.  Peers can nominate their co-workers for 
such awards by notifying their department heads. 


4.

Provisions


a.
The awards will be de minimus in nature. De minimus benefits are 


defined as property or service provided to an employee that has so 


little value that accounting for it for tax purposes would be 



unreasonable or administratively impractical (IRS Publication 15-


B).  Awards will be occasional, will not individually exceed $50, 


and will be non-monetary. Therefore, these awards will not be 


subject to income taxes.  

     

b.
The following de minimus benefits are available:

· Non refundable gift certificates to restaurants or businesses

· Tickets for entertainment or sporting events

· Flowers, plants, or related gifts

· Plaques, mugs, t-shirts, etc.

· Recognition lunches, celebration events
· Bonus day(s) of annual leave

5.
Department Responsibilities

a.
Items for awards should be purchased with the small 


purchase charge card.


b.
 A copy of the completed Acknowledgement form will be 



sent to 
Human Resource Services and placed in the 




recipient’s’ personnel file.  


c.
Extra Efforts awards will be budgeted at the department 



level.




d.
A record keeping procedure must be established in the 




department to ensure that awards are distributed consistent 




with this policy and do not exceed the cumulative 





recognition policy employee limit.

