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Policy

The purpose of this policy is to communicate the Idaho Department of Juvenile Corrections (IDJC) philosophy regarding employee recognition and awards. The IDJC understands the importance of acknowledging the extraordinary contributions, service, and dedication of our employees.   

It is therefore the policy that the IDJC recognize and award employees for their satisfactory work performance, years of service, and/or development of new concepts that improve IDJC practices, methods, and procedures, or result in savings to the IDJC.

Operating Procedure

I. Employee Recognition and Awards Program

A. IDJC Leadership Team members are responsible for establishing individual awards and eligibility criteria within the division/unit. 

B. When establishing awards, the frequency of the award and the number of eligible employees will be considered so that all employees within the division/unit have an equitable opportunity to receive an award.

C. The IDJC Leadership Team member will submit an award proposal to the Director using the IDJC Employee Recognition Award Program Request form (DJC-277) outlining the award to be given, maximum value of the award, frequency, eligibility criteria, selection process, and number of eligible employees.

D. Awards shall contain an IDJC logo and the value will not exceed $50.

E. All awards must be based on achievement in an area of the IDJC Strategic Plan: Mission, Vision, Values, or Goals. 

F. The proposal will be presented to the IDJC Leadership Team for consideration and approval.


G.  Employee Eligibility Criteria

1. Employee’s latest performance evaluation rating must be “Achieves Performance Standards” or higher.

2. Employee cannot be on a Performance Improvement Plan (PIP).

3. Employee has no disciplinary action or pending disciplinary actions since the last performance evaluation. 

II. Employee Service Award Program

The IDJC participates in the state service award program in order to recognize employees’ service to the state of Idaho.

A. Service award plaques are purchased for employees who have achieved five years of employment with the state of Idaho (based on credited state service hours) and every five years thereafter.

B. Service award plaques are presented by the supervisor to the employee.

C. For those completing 20 or 25 years of service, the employee will also receive a signed letter from the Governor.

III. Performance Bonuses
	
Performance bonuses are an approved Employee Recognition and Award Program. Refer to Compensation (346) policy and procedure for more information on eligibility and criteria.

IV. Employee Suggestion Program
	
The Employee Suggestion Program is an approved Employee Recognition and Award Program. Refer to Compensation (346) policy and procedure for more information.

V. Retiree Recognition

The IDJC recognizes retiring employees for their years of dedication and service to the state of Idaho.

A. All retiring employees (as defined in B. below) are eligible for recognition at a retirement celebration held in their honor.

B. Retirement eligibility is based on PERSI guidelines. Early retirement can occur if the employee has at least 60 months of credited service and the employee is retiring in a month later than the birthday month the employee turns 55.

C. Retirement celebrations may be requested by the supervisor/management and are approved by the Division Administrator/Superintendent.

D. Expenditures for a retirement celebration are limited to a maximum of $300.
	
VI. Team Building

Teamwork is a core value of the IDJC. Supervisors are encouraged to promote and recognize teamwork through annual teambuilding activities.

A. Teambuilding activities must be approved in advance by a Division Administrator.

B. Teambuilding activities must support the IDJC mission and values.

C. Expenditures cannot exceed $20 per person.

VII.      Expenditure Approval

All expenditures for recognition and related expenses, other than service award plaques, must be approved in advance of any purchase being made.

A. All proposed expenditures shall be reviewed by the CFO or designee in   advance to determine whether the expenditure is allowable under IDJC policy and state guidelines, and

B.  All paperwork must be approved by the proper approval authority   (Administrator).

C.  Non-allowable expenditures include:

1. Christmas or holiday parties, bowling, golfing, etc.;

2. Flowers or gifts for sick or hospitalized employees;

3. Flowers or gifts for the death of any individual;

4. Alcoholic beverages;

5. Payment for employee spouses, partners or dates when they attend activities;

6. Flowers or gifts for birthdays, anniversaries, or birth of child; and

7. Any non-performance related expenditures. 


Reference:		Glossary of Terms and Acronyms 

Desk Manuals:	N/A

Related Policies:	Compensation (346)

Related Forms:	IDJC Employee Recognition Award Program Request (DJC-277)
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