DIVISION OF VICE CHANCELLOR STUDENT AFFAIRS

Staff Recognition and Development Program for FY 2006-07 Guidelines 

I. ELIGIBILITY 

· All non-represented career, limited appointment, and casual restricted employees, who have completed a probationary period, if applicable, are eligible to receive an award. 
· All non-represented employees in an employment contract where eligibility is incorporated into the terms of the contract are eligible to receive an award.

· Employees must be on pay status at the time of payout to receive an award. 
· In addition, to be eligible for an award, employees must have been evaluated at the satisfactory level or above on their most recent performance appraisal.

Guidelines and criteria are the same for all employees regardless of their personnel level. 
II. SELECTION PROCESS

The selection committee shall consist of at least three, and no more than seven, employees. In committee composition, consideration shall be given to the VCSA population in terms of personnel programs and bargaining units, ethnicity, and gender. Normally, no employee may serve more than two consecutive terms, with a term consisting of two years. 

III. 
NOMINATION PROCESS
Nominations may be made by supervisors, peers, customers, self, etc. Staff Recognition Awards are for exceptional performance. The AVC, department head and supervisor must sign all recommendations, and all nominations will be forwarded to the selection committee, whether endorsed or not endorsed. The appropriate form must be used for all nominations, including Spots. Completed Spot nomination forms do not need to be forwarded to the VCSA office; they should, however, be retained in the department.
 
IV. 
STAFF RECOGNITION AWARDS
There are three types of Staff Recognition Awards: individual, spot, and team. Spot awards are delegated to the AVC for the departments they oversee. The selection committee will review individual and team nominations. 


A.  CRITERIA 

1. Actions and/or ideas contributing to exceptional results, which exceed the objectives/goals for any of the following: department, unit, project (including research projects), team and/or campus; or 
2. Recognition of sustained exceptional performance; or 
3. Assumption of significant additional responsibility without additional compensation or reclassification; or
4. Extraordinary efforts that have led to significant cost avoidance or cost savings.

B. CYCLE 

Spot award nominations may be sent to the Directors at any time. Spot awards may be processed at any time via PPS but no later than the July MO or MA payroll for 2007, so that payment is received on the August 2007 paycheck.  

Individual and Team award nominations must be submitted to the Vice Chancellor's office with appropriate signatures by June 22, 2006. Once the committee has reviewed the nominations and made their recommendations, the VCSA’s office will contact the appropriate AVC, who in-turn will notify the department head.

All awards must be processed via PPS by the July MO or MA payroll for 2007, so that payment is received on the August 2007 paycheck. 

C. AMOUNT 

Spot: Up to $500 
Individual: Up to $3,500
Team: Up to $2,000 per team member.


V. PROFESSIONAL DEVELOPMENT AWARDS 
Professional development activities should be funded from departmental resources. If there are any special or unusual circumstances in a given department that preclude departmental funding for 06-07, please let the VCSA office know for discussion with VCSA Budget Group. 

