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An employee recognition program is a
necessity.

Getting Companies can improve job retention,
employee engagement, team work,
Sta rtEd reinforce company values. Employees
are more likely to continue
employment with a company if they
feel they are appreciated.
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= Assess the type of Employee
Recognition Program(s) your
company needs

WorkShOp \Of_ = Train leadership to recognize their

- employees

Objectives e

= Know when and where recognition
is needed

= Construct a culture of recognition
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MODULE TWO

The Many Types of Incentive

A recent study found employees become disengaged when
they don’t feel appreciated. Employee recognition

programs can keep employees motivated, safe, happy, and
invested in your business.




Safety Incentives

)
Safety incentive programs are designed to help

maintain the safety goals of a company.




Years of
Servic

Exit costs
Recruiting
Hiring

Training




Productivity

Employee recognition programs that focus on
productivity help to encourage employees and
increase production.




Attendance
& Wellness
Incentives

e Reimbursing workers
for gym memberships

e Offering weight loss
programs

e Providing free health
coaching




= Safety Incentives

Practical = Years of Service
lllustration = Productivity

= Attendance & Wellness Incentives




Module Two: Review Questions

1. According to OSHA there are on average there are

work related deaths every day.




Module Two: Review Questions

2. What is the most common work-related injury?




Module Two: Review Questions

3. What is a "work anniversary"?




Module Two: Review Questions

4. What type of employee incentive program is designed to

motivate employees and increase output?




Module Two: Review Questions

5. Which of the following is considered a wellness incentive

program?




Module Two: Review Questions

6. Employee absences can reduce productivity, lower morale

and increase




Module Two: Review Questions

7. Companies have started to realize that healthier employees lead to

and




Module Two: Review Questions

8. How much does absenteeism cost a company per year for

an hourly employee?




Module Two: Review Questions

9. The majority of people quit their jobs because




Module Two: Review Questions

10. Of the following, which contributes to the cost of job

abandonment?




You can desig
the world.




MODULE THREE

Desighing Employee Recognition

Programs

Employee recognition programs can promote the core
values and beliefs of a company while building a more
engaged employee base.




Purpose




Employee
Involvement

Ask for your employees’
thoughts about the
program to make it
more effective.




Budget
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When creating a budget, make sure the rewards
offered are attainable for more than just one
year.




Keep it
Simple

e Keep guidelines
simple and clear

e Provide examples of
what you expect

e Provide tools that

explain the goals or
criteria
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= Purpose

Practical \Of_ = Employee Involvement

[llustration 4 " Budget
= Keep it Simple




Module Three: Review Questions

1. The first step in designing an employee recognition

program is to?




Module Three: Review Questions

2. Which of the following should you NOT consider when deciding what the purpose

and goals are for your employee recognition program?




Module Three: Review Questions

3. Which of the following is true of employee recognition

programs?




Module Three: Review Questions

4. In this case, what does S.M.A.R.T. stand for?




Module Three: Review Questions

5. What is the benefit of having an employee recognition

committee?




Module Three: Review Questions

6. What is not part of the employee recognition committee

purpose?




Module Three: Review Questions

7. When you are developing your program, make sure to

keep the guidelines as and as possible.




Module Three: Review Questions

8. What is one way to make sure the program is clear and

simple to your employees?




Module Three: Review Questions

9. Developing an/a can be a huge boost

for employee engagement and satisfaction.




Module Three: Review Questions

10. Employee rewards should not be an added expense for

the employer/company.
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MODULE FOUR

How to Get the Buzz Out

You have to get the buzz out about your program, get
excited about it! Making the work environment more
enjoyable is a big deall




Be Creative With
Designs

Attaching a theme like that to a program helps
make it fun; fun that your employees will
remember.




Paper the
Walls

Having fliers out where
people can read them is
a great way to inform
your employees, and get
them excited.




Use Social Media

18-34-year-olds report spending 3.8
hours a day

35-49-year-olds report spending 3
hours per day

50-64-year-olds report spending 2.4
hours per day




Go Mobile!

As a society we can now
do almost anything from
our smart phones.




= Be Creative With Designs

Practical \Of_ = Paper the Walls

I"UStratiOn ‘'S = Use Social Media
= Go Mobile!




Module Four: Review Questions
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Module Four: Review Questions

2. Which of the following is a theme?




Module Four: Review Questions

3. Which of the following is not a social media site?




Module Four: Review Questions

4. Which of the following are ways to advertise your

program?




Module Four: Review Questions

5. What is a term used to describe a specific ambiance?




Module Four: Review Questions

6. What percentage of Americans have a social media site?




Module Four: Review Questions




Module Four: Review Questions

8. Americans spend an average of how many hours per day

on social media?




Module Four: Review Questions

9. What percentage of Americans have a smartphone?




Module Four: Review Questions

10. Different colors and fonts can invoke




Appreciation is a wonderful tf
others belong to us ¢

Voltaire




MODULE FIVE

It Starts From the Top

Feeling appreciated is an important part of the workplace
dynamic. Instead of just saying thank you to an employee,
give them a gift.




Identifying Desirable
Behaviors

e Behavior is physical
e The behavior must be specific

e The behavior must be easy to measure
accurately




Understanding
the Goals of
the Company

If you don’t know where
you came from, how can
you know where you’re
going?




Setting Guidelines

A reasonable reward for efforts

Inspiration to sustain and improve job
performance

A clear description of behaviors the
company values




Providing
Recognition
Templates

Employee recognition
tools and templates
should be provided.




= |dentifying Desirable Behaviors

= Understanding the Goals of the
Company

I"UStratiOn ‘. = Setting Guidelines

= Providing Recognition Templates

Practical L
Q_




Module Five: Review Questions

1. The act of rewarding desired behavior increases the repetition of

the desired behavior, and therefore




Module Five: Review Questions
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Module Five: Review Questions

3. What is a guideline?

| | |




Module Five: Review Questions

4. A good recognition and reward system provides

employees with:




Module Five: Review Questions

5. What is the purpose of a Recognition Template?




Module Five: Review Questions

6. Which of the following is NOT true about Template

recognition materials?




Module Five: Review Questions

7. When setting guidelines, you want to be sure you follow

the company's:




Module Five: Review Questions

8. When , the behavior you are

rewarding must be easy to measure accurately.




Module Five: Review Questions

9. How many organizations reported they provide training

on recognition to managers?




Module Five: Review Questions

is a critical part of the workplace relationship, it can be

used to ensure that employees don’t feel the need to leave at all.




Kareem Abdul-Jabbar




MODULE SIX

Creating a Culture of Recognition

Employees in a company that has a culture of recognition
are 5 times more likely to feel valued, 7 times more likely to
stay, and 11 times more likely to feel completely committed

to their jobs.




Keep Your Staff “In the
Know”

mm Have meetings

mm EMail any updates

== Create a newsletter




Empower
Employees with
Peer-to-Peer
Recognition

e Provide recognition
e Sending flowers

e Set up a nomination
system




Team Building: Encourage
Camaraderie

When a team is successful, it focuses the energy
of team members for the good of the
organization.




Motivate by
Promoting
Fun

e Be appropriate for the
workplace

e Involve as many
employees as possible

e Be sensitive to how
people might react




= Keep Your Staff "In the Know"

= Empower Employees with Peer-to-

Practical \Of_ Peer Recognition

lllustration & = Team Building: Encourage

Camaraderie

= Motivate by Promoting Fun




Module Six: Review Questions

1. 80% of Gen Y said they prefer




Module Six: Review Questions

2. Keep your staff informed by:




Module Six: Review Questions

3. A peer group can strongly influence employee




Module Six: Review Questions

4. According to a survey done by Employment Review, is the most

effect way you can keep your employees informed about existing organizational
issues.




Module Six: Review Questions

5. Employees interact with co-workers more than with




Module Six: Review Questions

6. A well-designed peer-to-peer program brings a (n)

experience to the receiver as well as the giver.




Module Six: Review Questions
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Module Six: Review Questions

8. When a team is successful, it funnels the of

team members for the overall good of the organization.




Module Six: Review Questions

9. Part of making the workplace more fun could include:




Module Six: Review Questions

10. Communication is the key to success in

relationship.




a4
Of all of our inventions for mass communication, pictures still

speak the most universally understood language.

Walt Disne




MODULE SEVEN

The Best Things in Life Are Free!

Tough economic times don’t mean that you can’t recognize
your employees. There are so many ways that you can
reward employees without writing a check.




Put a Spotlight on
Employees in Staff Meetings

Discuss what was positive

Celebrates accomplishments

Recognize a group or department




Write It
Down

e A handwritten thank
you note

e A note to their family

e A letter of appreciation




Display Your
Appreciation




Make Work
More
Comfortable

Allow them to have
flexible hours

Allow them to choose
one day a week to
work from home

Have a potluck lunch




= Put a Spotlight on Employees in
Staff Meetings

. = Write It Down
lllustration ‘s :

= Make Work More Comfortable

Practical N
Q_

Display Your Appreciation




Module Seven: Review Questions

1. According to the U.S. Postal Service’s annual survey, the

average home only received a personal letter




Module Seven: Review Questions

2. What is the top non-monetary compensation named by

employees?




Module Seven: Review Questions

3. Which is a tactic that can be used to boost your employee

morale during a team meeting?




Module Seven: Review Questions

4. A recent study indicated the average corporate email

account sent or received more than emails per day.




Module Seven: Review Questions

5. Handwritten notes mean more because:




Module Seven: Review Questions

6. Which of the following is an example of a handwritten

note?




Module Seven: Review Questions

7. Which of the following is a true statement?




Module Seven: Review Questions

8. What are the benefits to the company allowing employee

recognition awards to be displayed?




Module Seven: Review Questions

9. Which of the following does not aid in making the

workplace more comfortable?




Module Seven: Review Questions

is key to getting the most out of

employees.




i s
It has long been an axiom of Mine that the little things are

infinitely the mo;ﬁ‘mrtagt.- -

Arthur Conan Doyle



MODULE EIGHT

A Small Gesture Goes a Long

Way

Enthusiasm is infectious, and employees who are engaged
spread their enthusiasm to fellow employees and
customers.




| Have a Party!

‘ Have management cook and serve food
\

Provide a lunch

Throw a pizza lunch party

[

“Thank you. You are a

N\




Make a
Game of It

e (Create a poster
e Have a raffle

e Wheel of recognition




Reward With Small Gift

Offer movie tickets for the

family

mm Give a gas card

mm Have a birthday cake




Give Them
a Break
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e Longer lunch break

Keep food or drinks in
the break room

PTO

Let them leave early
one day




= Have a Party!

Practical \Of_ * Make a Game of It

I"UStratiOn ‘'S = Reward With Small Gift

= Give Them a Break




Module Eight: Review Questions

1. What is the heart of any business?




Module Eight: Review Questions

2. Employees who feel they have a with their

supervisors are more likely to be engaged.




Module Eight: Review Questions

3. What Percentage of employees in a typical company are

actively engaged in their job?




Module Eight: Review Questions

provide opportunities for employees

to connect with their peers and their supervisors.




Module Eight: Review Questions

5. What will having an employee recognition with a game

benefit?




Module Eight: Review Questions

is always needed when you are interacting

with a colleague, manager, or customer.




Module Eight: Review Questions

7. What is one of the top reasons of employee engagement

and recognition programs?




Module Eight: Review Questions

8. Which of the following is a small reward that can be used

in employee recognition program?




Module Eight: Review Questions

9. On average, Americans spend how many hours at work?




Module Eight: Review Questions

10. The only thing that should be infectious in the workplace




Y/ |
People are definitely a company's greatest asset.’It doesn't
make any difference whether the product is cars or cosmetics.
A company is only as good as the people it keeps.

. 3 "

Mary Kay Ash
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MODULE NINE

Pulling Out the Red Carpet

Having a reward that people really want to work for can
benefit your company more than the cost of the reward.




Have an Awards
Ceremony

Send invitations

Choose a theme

Choose the awards

Notify presenters personally

Notify award winners personally




Win Large
Iltems

e Offer a massage
therapist

e Have a family portrait
session

e Have a mobile car
wash




Vacation

Award a short vacation

Award a camping trip

Award a trip to a major city




Career
Advancement

Giving employees a
chance to advance is the
best way to keep them at
the company.




= Have an Awards Ceremony

Practical \Of_ = Win Large Items

lllustration ‘s = Vacation

= Career Advancement




Module Nine: Review Questions

1. What did MGM use to document their recognition

program?




Module Nine: Review Questions

2. Why should you send awards ceremony invitations in the

mail?




Module Nine: Review Questions

3. Why do breaks exist?




Module Nine: Review Questions

4. The world's most successful organizations have learned

that they must make a recognition event




Module Nine: Review Questions

5. Which of the following is true about employee

incentives?




Module Nine: Review Questions

6. A recent study showed that failing to take vacations could

increase your risk of heart disease by




Module Nine: Review Questions

7. What percentage of employees feel stress at their job?




Module Nine: Review Questions

8. Not all employees require or desire recognition.




Module Nine: Review Questions

9. What is the purpose of an employee recognition

program?




Module Nine: Review Questions

10. Which of the following is not caused by work stress?




Every accomplishment starts with the decision to try.

John F Kennedy



MODULE TEN

The Don’ts of Employee

Recognition

Most employers are aware of the benefits of employee
recognition programs. These programs can aid in increased
productivity, a happier staff, a loyal staff, lower job
abandonment, and decreased absenteeism.




Don’t Forget About the

e Z% Art of The High Five!




Don’t Let It
Become
Boring

Priorities can change
quickly when people are
busy. An employee
recognition program can
easily go by the wayside.




Popularity Contest or
Recognition Program?

Popularity should have nothing to do with
employee recognition.




Make Sure
the Prize is
Motivational

Think back to when you
were a kid going to an
arcade that gives you
tickets to choose your
prizes.




= Don’t Forget About the Art of The

High Five!
Practical _\Of_ = Don’t Let It Become Boring
"IUStratiOn ‘= = Popularity Contest or Recognition
Program?

= Make Sure the Prize is Motivational




Module Ten: Review Questions

1. An employee recognition program can aid in:




Module Ten: Review Questions

2. What can cause an employee recognition program to go

"onto the back burner"?




Module Ten: Review Questions

3. The communication for a successful employee recognition program

must be just as , if not more so, than the program itself.




Module Ten: Review Questions

4. What are some of the major "don’ts" for an employee

recognition program?




Module Ten: Review Questions

5. Many companies start employee recognition programs

with




Module Ten: Review Questions

6. Your committee should have people from?




Module Ten: Review Questions

7. What is the definition of motivation?




Module Ten: Review Questions

8. The danger in employee recognition programs is that

employees can perceive these programs as




Module Ten: Review Questions

9. The best way to ensure that your program motivates all

employees equally is




Module Ten: Review Questions

10. How can you informally recognize an employee?
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MODULE ELEVEN

Maintaining Employee

Recognition Programs

Decades of studies have proven that people function better
in environments that are based on rewarding employees
rather than chastising them.




Change the
Membership

Include former award recipients

Include all staff levels

Be transparent




Include In New
Employee
Orientation

Training new employees
on recognition also
means training them on
how to give effective peer
to peer recognition.




Keep Marketing!

Web

= Cmail

s Paper mail

= Newsletter




Annual
Awards
Ceremonies

Annual awards
ceremonies should be a
main event in the year.




= Change the Membership

Practical <l = Include In New Employee

IllUStration _/Q = Orientation
= = Keep Marketing!

= Annual Awards Ceremonies




Module Eleven: Review Questions

1. What is one of the greatest challenges any recognition

program faces?




Module Eleven: Review Questions

2. People perform better in environments that are based on:




Module Eleven: Review Questions

3. Changing the committee members helps keep the

program




Module Eleven: Review Questions

4. How should you change the membership of the

committee?




Module Eleven: Review Questions

5. of respondents in a recent employee survey

indicated they are recognized monthly or more often.




Module Eleven: Review Questions

6. Training new employees on recognition, also means

training them on how to give




Module Eleven: Review Questions

7. What did 58% of employees indicate in a recent survey?




Module Eleven: Review Questions

8. What is a good way to send reminders to staff about your

program?




Module Eleven: Review Questions

9. What percentage of employees say they are not

recognized annually?




Module Eleven: Review Questions

10. One of the greatest challenges any recognition program

faces is maintaining momentum after the




MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to understanding Employee Recognition is just
beginning.




TNy

Words From the Wise

I am convinced that nothing
we do is more important
than hiring and developing
people. At the end of the
day you bet on people, not
on strategies.

- Lawrence Bossidy

When people aren’t having
fun, when they’re not
recognized for outstanding
performance, when no one
says ‘thanks,” they do
become disengaged and feel
unimportant.

- Richard Kovacevich

/)
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The payoff of recognition is
simple—engagement.

- Gilbert Chavez
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