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Off the Beaten Path:

A Celebration of Leadership

Message from the Director...

| am committed to finding ways to improve our work
environments and to increase the retention of talented
employees. | believe that one key to success is through a
proactive employee recognition program. Employee
recognition identifies agency role models; clarifies what is
important to our organization; and, motivates employees to
higher levels of performance.

For those reasons, | am taking time to share information
with you about the new Administrative Services employee
recognition model: “Off the Beaten Path: A Celebration of
Leadership.” The model provides opportunities for
employees at all levels to actively participate in recognizing
others, both formally and informally. This model
incorporates recognition not as a program, but a way that
we, at Administrative Services, do business on a day-to-day
basis. It uses sincere and meaningful recognition as a way to
bring out the best in people. Recognition in this context is
not something that we do quarterly or monthly -
recognition is a part of who we are every day and how we
treat one another when no one is looking; we affirm, we
thank, we praise, and we respect.

The new model is nimble and designed to meet the needs of
a wider employee audience. Recognition can be immediate
and informal, or delayed and more formal. We can identify,
recognize, and celebrate our “heroes,” those people who
exhibit the qualities of what we want our organization to be,
and the projects that are a source of pride for the agency.
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We Have New Employee Recognition Opportunities?
YES!
They are called: “Off the Beaten Path, A Celebration of Leadership”

The new employee recognition concept was developed in response to
information obtained through a variety of sources including exit inter-
views, the Five Star Metric, and management studies.

The new recognition opportunities, effective October 1, 2008, support
the recently identified mission, vision, and values of Administrative
Services, like customer service, projects of merit, innovation, relation-
ship building, perseverance, leadership, teamwork, years of service,
and professional development.

Is This Different?

“Off the Beaten Path” is designed for active participation for employ-
ees at all levels of Administrative Services. It encourages formal,
structured recognition, and provides opportunities for Administrative
Services employees to be recognized on-the-spot for great work
products, teamwork, and customer service.

Additionally, “Off the Beaten Path” is a shift from rewarding employ-
ees to showing sincere appreciation for a job well done. Gallup indi-
cates that employees need to be recognized once every seven days.
Oftentimes, a heartfelt “Thank You!” can satisfy this need. This pro-
gram emphasizes the importance of frequent informal recognition for
all employees, and also encourages less frequent, formal recognition
opportunities for those people and projects that are a source of pride
to the agency.

What is the Celebration Crew and What Do They Do?

The Celebration Crew is new to the effort as well. The Celebration
Crew will be the hands and feet of employee appreciation. They will
be the promoters and educators of the program. This group of indi-
viduals is responsible for managing the day-to-day operational as-
pects of the program, from evaluating nominations to answering
questions and assisting others with completing nomination forms.
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Who Is Eligible to Participate?
Any permanent AS employee can be nominated and recognized
through “Off the Beaten Path, A Celebration of Leadership.”

Who Can Nominate?

Any AS employee, vendor, or private citizen can nominate a
permanent AS employee for recognition.

Can Teams and Individuals Be Recognized?

The following recognition opportunities are intended to recognize
both teams and individuals:

e AS Project of Merit e Relationship Architect

¢ (limbing Mt. Everest ¢ Helping Hand

e The Pioneering Spirit e At Your Service!

¢ We Salute You! e Retirement Recognition
e True North e Investing InYou

e AS Years of Dedication

The following recognition opportunities are geared more for
individual recognition:

How Do | Get More Information?

Initially, Mike Carroll and Cindy DeCoster will be the primary points of
contact. Once the Celebration Crew is established and brought up to
speed, the members will be your first “live” resource.

Information is also available on the Administrative Services, HR
Central website. Just click on “Employee Appreciation” and you will
have access to electronic Kudos Cards and an electronic nomination
form, as well as many other recognition resources.

What Is My Role?

Support and participation is critical. As leaders in the organization,
others look to you as an example. What you reward will be repeated,
what you value, others will value, too. You set that stage for success
and participation in your area.
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Off the Beaten Path:
A Celebration of Leadership

Employee Recognition
Guiding Principles

A Simple ‘Thank You’

It only takes a moment (less than 60 seconds) to recognize the
efforts of a co-worker. You could call it “fly-by appreciation.” Ex-
ample: “Thanks for getting that study out to the staff so quickly.
Now they will have time to read it before the meeting...” (15 sec.)

Pay Attention

Noticing and recognizing when people are doing the right thing
increases the probability that they will repeat it. Example: “I saw
how smoothly you let that employee know what they could do to
avoid a delay. Thanks for providing that level of customer ser-
vice...”

Inspire Effort

People who feel appreciated give more to the job than what is
merely required. They are ready to give the “discretionary effort”
necessary to build a healthy organization.

Reward the Right Things

You get what you pay attention to. If you positively comment on
how an effort helps maintain our core values, or facilitates cus-
tomer service, or helps new staff orient, or helps to cross-train
staff, or builds teamwork, etc., staff will know what is important
around here.

Personalized Approach

One size does not fit all. Employees are individuals and respond
differently to the same strategy. Ask employees how they want
to be recognized by completing the “Tell Us About You” form.
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Off the Beaten Path:

A Celebration of Leadership

Employee Recognition
Guiding Principles
Equal Opportunity

There should be opportunity for all staff to receive recognition —
whether for improving performance, for extra effort, for creativi-
ty, or for reliably doing their job each day.

Keep it Positive

To have the greatest impact, the recognition message needs to
be completely positive (coach later!), specific, sincere, and given
soon after the effort.

Enjoy!

“Fun, joy and sharing go hand-in glove with world class quality,”
Tom Peters. Celebrate individual and unit accomplishments —
planned or spontaneously!

Recognize Leadership

Give recognition to staff that support a “recognition culture”
with their actions and words by publicly noting their contribution,
including it in their performance appraisal, inviting them to recog-
nition celebrations, etc.

Recognize Teamwork

When the relationship among co-workers is good, recognition
enhances work performance. When the relationship is troubled, it
usually doesn't matter how you reward or recognize people. The
Four R’s (reward, recognition, reinforcement, and relationship)
support a workplace that is healthy, humane and competent.

Sources: Adapted from University of lowa and University of Washington
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Off the Beaten Path:
A Celebration of Leadership

Informal Recognition Opportunities

Kudos Cards

There are several styles of pre-printed appreciation cards
that are available for use. When crafting the message on
the cards, be as specific as possible. The more specific
and tailored the message is, the more meaning the card
will have to the recipient.

Kudos cards are intended to be given from one employee to another
as a way to express appreciation for a job well done, pitching in when
help was needed, and/or providing exceptional customer service, etc.

An employee receiving a Kudos Card from another employee is
encouraged to display the card proudly as recognition of performing
their job in an exemplary manner. Kudos Cards that are issued from a
Supervisor position or higher are eligible for additional items from a
toolkit housed in AS Human Resources.

7 A popular saying goes something like this: “You never
WA get a second chance to make first impression.” This is
especially true for the impression we make on our new
| employees. Statistics indicate that new employees

. " make a decision to stay with an employer within the
first 90 days of their employment. For this reason, it is paramount
that new employees are welcomed into a positive and supportive
work environment that is ready for their arrival. Remember, we chose
them to be a part of our team, our Agency. This recognition is
presented to the employee within their first week of employment
with Administrative Services. It can be presented by AS Human
Resources or by the Division Administrator, preferably, the Division
Administrator.

Ll I3
A L “We Salute You!”
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Off the Beaten Path:

A Celebration of Leadership

Informal Recognition Opportunities

W “ & “You Rock” Recognition -

UA : a Supervisor’s Toolkit
. Supervisors, more than others, have the
|| added opportunity and responsibility to
| create an inherent culture of recognition
within their team. To support this effort, a small selection of items is
available to recognize employees going above and beyond the
expectations normally associated with their position [ job duties. The
toolkit of items an employee can choose from will be kept in the AS
Human Resources Office.

Employees are eligible to receive an item from the toolkit when a
supervisor (or higher-level person) completes a “Kudos Card” for the
employee describing why the employee is being recognized. The
supervisor (or higher-level person) then signs and dates the “Kudos
Card” and presents it to the employee. The employee then has the
option of keeping the “Kudos Card”, or turning the card in to the AS
Human Resources Office for an item in the toolkit.

Other Recognition Opportunities

e Administrative Services Years of Dedication
e Retirement Recognition
e Governor’s Recognition Program

State Years of Service

Employee and Supervisor/Manager of the Year
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Off the Beaten Path:
A Celebration of Leadership

True North
Sailors have always faced great risk when
taking long trips at sea. Sudden storms could

| break the masts and strong winds could easily
W2 blow the ship off course. To avoid staying lost
and wandering aimlessly at sea, sailors needed to know two things:
where they were, and where they were going. As long as the sailors
were able to find the North Star, they knew they could get home. You
are our North Star. We trust you to keep us on course.

Climbing Mt. Everest

Mount Everest is the world’s tallest
mountain on earth at 29,035 feet. Sir
Edmund Hillary was the first person to reach
the top of the peakin 1953. Since then,
people from all over the world have tried to
accomplish this feat. For some, reaching the top is a lifetime
achievement. For others, it is simply another success. You have
climbed to the top, and made it look easy. You and your work have
become the new standard. Thanks for leading the way.

At Your Service!

A wise ruler once asked three loyal subjects how
they would improve the kingdom. “Build up the
treasury,” said one. “Strengthen the palace,”
said another. “Seek to learn your people’s
needs, that we may serve them better,” said the
last. At the third answer the ruler smiled. “Your answer shines
brightest of all,” he said. You are our service star.

Helping Hand

You are always there willing to help. No task is too
large or too small for you to tackle. You have made a
commitment to ensure that we succeed by helping
others with whatever needs to be done. Thank you
for your efforts and positive spirit. We appreciate
and celebrate you!
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Off the Beaten Path:

A Celebration of Leadership

Formal Recognition Opportunities

Relationship Architect

Some people have a way about them that inspires
others and invokes trust. Your ability to find
connections with the people you meet and work with
strengthens both individuals and the team as a whole.
Your dedication to the individual allows them, and the

team, to shine.

The Pioneering Spirit

Pioneers forge the way for others to follow in

their path by traveling through difficult and

unknown terrain. You, our organization’s

| innovator, envisioned better methods and
models for work to be accomplished and still

meet or exceed customer expectations. You saw a way, where others

saw roadblocks and possible failure. You took the risk, enlisted others

to follow, and made the difference. We recognize you for having the

vision, courage, and spirit to make a change despite the challenges.

Administrative Services Project of Merit
According to Wikipedia, a project is a finite endeavor —

having specific start and completion dates — undertaken
3 to create a unique product or service which brings about
Y beneficial change or added value. A project is a carefully
defined set of activities that uses resources (money,
people, materials, energy, space, provisions,
communication, motivation, etc.) to achieve the project goals and
objectives.

Investing in You

Employees participating in and successfully completing
| professional development activities that are eligible for
recognition. Documentation supporting the nomination
may be requested by the Celebration Crew with a
description of how the development activity enhances
the Agency and / or State of Nebraska.
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For additional assistance, please contact:

Kellie Graham
Phone: 402-471-4605
email: kellie.graham@nebraska.gov

OR

Visit the AS HR Central Website and click
“Employee Appreciation”

AdministrativeServices

Presented By: Mike Carroll, HR Central
Cindy DeCoster, State Personnel
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