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PURPOSE

The purpose of this policy, under the provisions of Civil Service Rule 6.16.1 for Rewards and Recognition, is to acknowledge and reward employees with monetary and nonmonetary awards for significant work related accomplishments, outstanding employee performance, and service to the university. 

POLICY

It is the policy of the University of Louisiana at Monroe (ULM) to implement and administer a Rewards and Recognition Program for classified employees. ULM fully supports and recognizes the importance of acknowledging classified employees for outstanding performance and service to the university. Rewards and recognition may include monetary and nonmonetary awards. If monetary, such rewards shall not exceed a total of ten percent (10%) of any classified employee’s base salary within the fiscal year. Monetary rewards are not considered part of the employee’s base pay and will not be reported to the retirement system. Estimated costs and value of (nonmonetary) service awards are subject to periodic review and may change depending on capital outlay for the awards and the availability of university funding, not to exceed ten percent (10%) of any classified employee’s base salary within the fiscal year.
GENERAL REQUIREMENTS

Rewards shall be dependent upon availability of funding. Should funding be unavailable in a fiscal year, the employee’s nomination may be submitted in the following fiscal years. 

No classified employee shall receive a monetary reward under this policy during any Performance Evaluation System (PES) rating period in which the employee has an overall rating less than “Successful.” An employee who is “Unrated” or “Not Evaluated” may be eligible for a reward. 
Only permanent classified employees are eligible for monetary awards under this policy.
SERVICE AWARD RECOGNITION
Service awards will include recognition of employee’s loyalty to the university, beginning at increments of five (5) years of service until the employee retires. If the employee is rehired after a break in service, the employee’s total years of service will be recalculated to include previous ULM service time. 
Service awards lapel pins may be presented during the Recognition Program for employees who have completed five years of service with ULM, and in five-year increments thereafter. 

Alternative awards, such as personalized watches, desk clocks, plaques, and certificates may be presented to employees for years of service so long as the value of the awards does not exceed $200 within the fiscal year.
Criteria

The Department of Human Resources will calculate years of service and compile a list of service award recipients. Criteria are based on employee’s total years of full-time equivalent service with the university. No application or nomination process is required for employees to receive this award.

ULM FOUNDATION AWARD OF EXCELLENCE

Any permanent classified employee may be nominated by a member of the classified staff, unclassified staff, or faculty. The nomination packet shall be submitted to the appropriate dean, director, or vice president. A nomination shall consist of a letter of nomination and a package of materials supporting the nomination. The selection committee will submit the name of one candidate to the Vice President for Academic Affairs, who will forward the recommendation to the president for final selection. The materials must fit in a three ring binder and must include the following:

· letter of nomination
· current resume of the nominee

· a statement by the nominee which provides supporting documentation of the nomination (maximum of three pages)
· other items that support the nomination as deemed relevant by the nominee
Classified employees whose work has made a major contribution to accomplishing the department’s mission may be nominated for the ULM Foundation Award for Excellence. Recipients of the Foundation Award may receive a monetary award of up to the maximum allowed by Civil Service Rules, not to exceed $3,000.00 (less applicable deductions). The classified employee must not have been compensated under some other pay rule (such as detail to special duty) for the work done.
Division Selection Procedure
Each division will have a review committee of three to five classified staff members. The vice president of each division will appoint committee members and its chair. In any given year, a division selection committee may elect not to submit a nominee for the award. Each division’s selection committee may submit only one nominee for the award.

University Selection Procedure
A committee will be formed consisting of the most recent recipient of the award, a classified staff member from each division appointed by the division vice president, and a classified staff member from Athletics appointed by the Athletics Director. The most recent recipient of the award will serve as the chair of the university selection committee. In the event the most recent recipient is no longer employed at ULM, the Vice President of Academic Affairs (VPAA) will appoint the chair of the committee.

After reviewing nominees, each committee will submit the name of one candidate to the VPAA, who will forward the name to the university president. In any given year, the university selection committee may elect not to present an award for the year.

Selection Schedule
December 12

The President officially calls for nominees.

January 31
  

Nomination packets are submitted to the appropriate vice president, Chief Business Officer (CBO), and/or Athletics Director.

February 7

Each vice president, CBO and/or Athletics Director will appoint the review committee for his/her division.

February 15

Each vice president, CBO and/or Athletics Director will forward the name of the classified staff member to serve on the university committee for his/her area to the VPAA.

March 1

The VPAA will notify classified staff members of their appointment to the university committee.

March 15

Each division committee chair will forward all nominees’ supporting documentation to the university committee chair.

March 21

University Selection Committee will convene.

April 30

University Selection Committee forwards one name as its recommendation to the VPAA, who in turn forwards the name to the university president.

In the event university offices are closed on any of the above dates, the next date offices are open will become the deadline.
AWARD CEREMONY

Ceremonies will be held at least annually to recognize employees who have been selected as recipients.

Service Award Recognition recipients will be honored annually in the spring of each year.
Excellence in Service Award Recognition will be held at the fall convocation of each year. 

RESPONSIBILITY

The Department of Human Resources shall submit an Annual Report to State Civil Service at the end of each fiscal year (July), detailing payments made under this rule. A list of all award recipients and this policy will be posted on the Human Resources webpage and bulletin board in the Human Resources office.

EXCEPTIONS
Requests for exceptions to this policy must be in accordance with Civil Service Rules and shall be justified, documented and submitted to the appointing authority for consideration.
QUESTIONS 

Questions regarding this policy and/or the administration of awards should be directed to the Department of Human Resources.

______________________________________

Fred Baragona, Appointing Authority
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