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The Planning and Information Resources division at The University of Scranton is committed to the on-going recognition of the achievements and contributions of its staff. The division seeks to recognize the accomplishments of its employees at all levels in the organization, in both individual and team endeavors.

The Employee Recognition Program provides an avenue whereby employees' exemplary contributions and achievements will be recognized. This effort will support the values established by the Planning and Information Resources organization.

Goals and Objectives

The goal of the Employee Recognition Program is to formally honor and recognize staff in the Planning and IR division who have demonstrated excellence and exemplary effort in their job performance. 

The objectives of the Employee Recognition Program are:

1. To recognize and promote noteworthy contributions that support division, work group, task force, team, or department goals and objectives, and/or institutional mission; 

2. To provide public acknowledgment for employees’ achievements, at the division level as well as tangible rewards for such achievements;

3. To allow for both managers and non-managers to nominate divisional staff for recognition; 

4. To improve employee productivity and quality of work; and 

5. To improve our quality of customer service.

Eligibility
The Employee Recognition Program is available to all full-time and part-time staff in the Planning and Information Resources division.

Types of Awards/Award Process 

Each of the following awards is presented on an annual basis and is based upon performance in the previous award cycle:
· RITE (Recognition for Innovative Technology Excellence) Award
This award serves to recognize an individual who identifies and develops an innovative process, or new use of technology, that saves time or money, increases effectiveness and efficiency, or results in better service to University clients.

· TEAM (Together Everyone Achieves More) MVP Award
This honor is awarded to a person who has demonstrated extraordinary leadership or effectiveness in meeting goals and objectives of a team, task force, working group or committee.   Eligibility is not limited to formal team leaders.  Any member of the team, task force, working group or committee is eligible to receive the TEAM MVP award.
· PRO (Performance Recognized as Outstanding) Award
This award is presented to a full or part-time employee of the division who has made significant and sustained contributions to the division through his/her commitment, such as excellence in service, innovative ideas, creative resolution of problems, leadership, outstanding teamwork or communication.
· ABC (Above and Beyond for Customers) Award
This award serves to recognize exemplary service accomplishments of an individual. It is presented each year to an employee who demonstrated customer service above and beyond expected levels throughout the year.

Process for Annual Awards 

Awards will be made at the spring semi-annual PIR division meeting, typically held each May.  Nominations may be received from any source, internal or external to the Division, with the exception that managers cannot nominate staff reporting directly to them. The nomination should be submitted to the designated awards committee in care of the Office of the Vice President for Planning. Each of the awards is based upon performance in the previous award cycle. Generally, the ‘award cycle’ will coincide with the University’s appraisal year (April to March).
Calls for nominations begin February 1st, and deadline for nominations will be March 31st of each year.  The Awards committee will have representation from several members of the division, to include an administrator, a professional staff member, a clerical staff member, and a technical staff member, appointed by the VP for Planning.  Nominations should include at least the following criteria: 

1. Nominee's name 

2. Award being nominated for 

3. Description of contribution 

4. How nominee's actions and contributions have impacted divisional and institutional mission 

5. Nominator's name 

The nominator should give as complete a description as possible regarding what the nominee accomplished to deserve the award. 

If you have any questions concerning the employee recognition program, please send e-mail to the Vice President for Planning
Awards

Recognition awards may include cash, gift certificates, meals, plaques, trophies, certificates, desk items, clothing, and other items such as pins and timepieces, and other articles of commendation.
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