Lesson 6—Incentive Awards

Overview

Introduction
This lesson describes various types of civilian incentive awards and outlines procedures for processing them. For information on military awards, see Lesson 11, page 11-15. 



Rationale
People are an organization’s most valuable asset.  One way to retain quality people is to recognize and reward them for their outstanding work and contributions to the organization.  Supervisors must be aware of the types of awards available and use them prudently.  



Objectives
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· Describe at least four different civilian awards.

· Define the criteria for cash-related awards.

· Select awards that fit the degree of recognition deserved.

· Define the guidelines for managing an awards program.



In this Lesson
This lesson contains the following topics:
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Incentive Awards Programs

Introduction
This map briefly describes incentive awards programs for civilian employees.



References
Primary references for incentive awards are AR 672-20, Incentive Awards and DA Pam 672-20, Incentive Awards Handbook.  To access them, visit Army Civilian Personnel Online:  cpol.army.mil
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Objectives
The Army aims to create an organization perceived as the premier federal employer and one which fosters mission accomplishment.  We use incentive awards to 

· create a culture of excellence.

· promote individual and team achievement.

· achieve goals.

· promote efficiency and effectiveness.

This implies we recognize people for performance and contributions without regard to age, sex, race, color, religion, national origin, marital status, handicap, or any other non-merit factor.  
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Criteria
According to Aubrey Daniels, effective awards are specific, personalized, contingent, sincere, and immediate.  From these criteria, Thomas Wilson developed the SMART Model.

Effective awards are

Specific.

Meaningful.

Achievable.

Reliable.

Timely.
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Equity
Equity is implicit to the value of awards.  Otherwise they

· lose meaning if bestowed for frivolous reasons.

· ruin morale if outstanding performance is ignored and poor performance rewarded.

· have less impact if given as an afterthought or only after long delay.

· demean the recipient if not presented with decorum and ceremony.
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Types of Awards

Introduction
This map briefly defines several types of civilian awards.



Types
This table list types of civilian awards:

Type
Description

Performance Award
A cash award to recognize high-level performance for a specific period.  Tied to performance rating.  (See the rating form.)

Special Act or Service Award
A cash award to recognize meritorious personal effort, act, service, scientific, or other accomplishment within or outside job responsibilities.

On-The-Spot Cash Award
A small Special Act or Service Award, $25 to $250, which a supervisor may give for day-to-day accomplishments of subordinates.

Time Off Award
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The immediate supervisor may approve up to one day of time off as an award.  

Awards exceeding one day and up to 40 hours must be approved at a higher level.  

A maximum of 80 hours may be granted during a leave year.  

Note:  Time off doesn’t convert to pay if unused.

Quality Step Increase
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An additional within-grade pay increase may be awarded to eligible General Schedule employees.

At least 52 weeks must pass after the last quality step increase.

Note:  The person must earn a rating of Successful Level 1 on the performance appraisal.

Invention Awards
Cash awards granted to federal employees and soldiers to recognize their inventions.

Honorary Awards
Several types of certificates and medals awarded to Army civilians for progressively greater accomplishments.

Public Service Awards
Several types of certificates and medals awarded to civilians not employed by the Army or by contractors for progressively greater accomplishments.

Career Service Recognition
All civilian employees are recognized for their length of service in five-year increments. These certificates recognize all federal service, including the military portion.
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Performance Award

Introduction
This map describes the monetary performance award.



Definition
A performance award is a cash award given for high-level performance for a specific rating period.  Award must be based on an annual rating of record given to the employee.



Eligibility




Appropriated fund employees are eligible if their

· performance rating was a Successful Level 1, 2, or 3.

· contributions to the mission were significant, and

· the nomination is not an automatic request.

Note:  There are special requirements regarding performance awards and eligibility for Senior Executive service (SES) members. See http:/www.cpocma.army.mil.



Amount
Performance awards are computed as a percentage of pay with a normal maximum award of 10 percent of the person’s base pay.  Consult local policies or regulations for the recommended amount.



Previous award
Receipt of one or more awards for a suggestion, invention, scientific achievement, or special act or service doesn’t prevent receipt of a performance award unless the basis for the award duplicates a prior achievement award.
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Nominations
To prepare a nomination, complete block III of the evaluation report.  Remember, the nomination is a separate action from the evaluation report.  Don't enter information in Block III until after the evaluation process is complete.  Then enter the award information on a copy of the completed evaluation report.

Note:  The approving official should occupy a position at least one level above the nominating official.



Rules
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Rules

Rules


Don’t nominate someone for a performance award

· for one-time or short performances (see On-the-Spot or Special Act or Service Awards).

· simply because an employee reaches maximum pay level.

· when he has just received or will receive a promotion.

Don’t notify the person until after the award is approved or upon presentation.
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Quality Step Increase

Introduction
This map describes the Quality Step Increase (QSI) award.



Definition
A QSI is an additional within-grade pay increase awarded to GS employees.



Eligibility
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Permanent GS employees at step 9 or lower with a performance rating of Successful Level 1 for the current rating period are eligible to receive a QSI provided that they 

· have not received a QSI within the previous 52 weeks, and

· have not received a cash performance award based on performance being recognized with the QSI.



Nominations
The performance rating form is the justification for a QSI.  Be sure to complete Part III of either DA Form 7222 or DA Form 7223 within 30 days of approval of the rating.



QSI 
Don’t award a QSI when someone is

· departing, if the sole reason for the recognition is the departure.

· nearing retirement.

· about to receive a promotion.

Discuss with Civilian Personnel Advisor if QSI will change the waiting period for a within grade increase.
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Special Act or Service Award

Introduction
This map describes a Special Act or Special Service Award.



Definition
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A Special Act or Special Service Award is a cash award for a meritorious personnel effort, act, service, scientific, or other achievement.  This award is special because it’s not tied to the performance appraisal cycle, and it represents immediate recognition.



Eligibility
Appropriated fund employees are eligible if

· they perform a special act or service.

· an honorary award or performance award is not appropriate.

· the act was not already considered in another monetary award.

Other factors




A Special Act or Service Award may yield either tangible or intangible benefits.  

When an award recognizes accomplishment within job responsibilities, the act or service must significantly exceed normal expectations.

This award may recognize scientific or technological accomplishments including research, publication of articles, or presentation of technical papers.

This award may also recognize accomplishments during a detail, special project, or other short-term activities.

Nomination and approval
Anyone with direct knowledge of an individual’s accomplishment, in coordination with the supervisor, may nominate.  Approving official should occupy a position at least one level above the nominating official.



Amount
Award amounts vary from $25 to $25,000.  At amounts below $250, the award is “on-the-spot.”  In setting the amount, the approving official should consider if the individual has already been partially rewarded for the special act or service.



DA Form 1256
Submit DA Form 1256 within 30 calendar days of the act or service being recognized.  Be sure to include

· a short description of the person’s achievement.

· category of award.

· award dollar amount.

· signatures of nominating and approving officials.



HRM, ST 5002
6-6

On-the-Spot Award

Introduction
This map describes the On-the-Spot Award (OTS).



Definition
The OTS Award is a small Special Act or Service Award ($25-$250) presented for an act or service that merits recognition.



Eligibility
All appropriated fund employees are eligible if they perform an act or service that merits recognition.  A person may repeatedly earn an OTS Award.  A group may also earn an OTS.



Principle
The OTS Award applies the principle that rewards are more effective when we recognize and reinforce good work immediately. 



Examples
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Example 1:  An organization that wants to build a culture of success may give people who provide good customer service a local certificate or “gold star."  After earning a few of these, they may qualify for an OTS Award.

Example 2:  Sometimes we must complete a project that has a short fuse.  When an individual or team hustles to complete a project in little time, they may deserve an award.



When to use
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Use an OTS award

· when a person or team does outstanding work but doesn’t merit a larger award.

· when performance is exceptional over a short time, but not over a complete rating period, as required for a performance award.

· as a tool to build long-term exceptional performance.  It convinces some people that good performance pays off.  

Caution:  Failing to use the OTS or Time Off Award programs may send the message that you don’t value good performance.



Nominations
Use DA Form 1256 to prepare nominations for OTS awards.  Also ensure that people involved process the paperwork quickly.
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Time Off Award

Introduction
This map describes the Time Off Award (TOA).



Definition
The Time Off Award is a form of recognition for an act or service when cash awards are not practical or effective.



Features
This table describes key features of the Time Off Award:

Feature
Description

Maximum amount
80 hours of time during a leave year.

40 hours maximum per event recognized.

Minimum amount
One hour.

Authority
Immediate supervisor can approve up to one day.

Nominations exceeding one day require higher level approval.

Scheduling
Recipient use TOA within one year of the approval date.

Note:  TOA doesn’t convert to cash.  If not used it’s lost.

Nomination form
Use a DA Form 1256 to record

· short description of achievement.

· organizational benefits.

· length of time off.

· proper signatures.

Processing
CPOC must receive a copy of award and other information so they can process an action to DFAS for credit.

Calculation
Use the table of tangible benefits to calculate the amount of time off. 

Part-time employees
Maximum amount of time per event or year will be pro-rated using the person’s average work week.  

Example:  If 20 hours is the average work week, then the maximum TOA is 20 hours per event.
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Honorary Awards

Introduction
This map describes honorary awards for civilian employees.  Most blocks list the approving authority and appurtenances.

Award
Description

Decoration for Exceptional Civilian Service
Secretary of the Army (SA).

Medal, lapel button, certificate.  

(DA Form 7014).

Meritorious Civilian Service Award
SA or MACOM commander.  

Medal, lapel button, certificate.  

(DA Form 7015).

Superior Civilian Service Award
Commander (major general or above) or equilent civilians.

Medal, lapel button, certificate.  

(DA Form 5655).

Commander’s Award for Civilian Service
Commanders (colonel or above) or equivalent civilians.  

Medal, lapel button, certificate.  

(DA Form 4689).

Achievement medal for Civilian Service
Commanders (lieutenant colonel or above) or equivalent civilians.  

Medal, lapel button, certificate.  

(DA Form 5654).

Certificate of Appreciation for Patriotic Civilian Service
Commanders (lieutenant colonel or above) or SA. 

Lapel button and certificate.  

(DA Form 7012).

Civilian Award for Humanitarian Service
Commander (MACOM level or higher).  

Medal, lapel button, certificate.  

(DA Form 5652).

SA Award for Outstanding Achievement in Materiel Acquisition
SA.  

Silver medallion, lapel button, certificate.  

(DA Form 7129).

Certificate of Achievement
Local commanders or other authorized individuals.  

(DA Form 2442).

Certificate of Appreciation
Local commanders or other authorized individuals.  

(DA Form 7013).

Other public service awards
· Decoration for Distinguished Civilian Service (DA Fm 7016).

· Outstanding Civilian Service Award (DA Form 7017).

· Commander’s Award for Public Service (DA Form 5231).

Armed Forces Civilian Service Medal (AFCSM)
Major Army Commanders and Principal HQDA Staff agency Heads are authorized to grant the medal. This authority may be redelegated.
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Other Forms of Recognition

Introduction
This map describes other forms of recognition, including career service awards.



Career Service Award
Federal agencies recognize length of service (LOS) in five-year increments.  The career service award includes a certificate and emblem (pin).



Eligibility
Civilian employees who acquire at least five years combined military and civilian service are eligible for a career service award.  However, they must have at least one year of civilian service.  Additional recognition occurs at five-year intervals up to 50 years of service.



Nomination
[image: image9.wmf]
Supervisors should know how much service each employee has and they are responsible for initiating LOS awards. 

CPAC provides the OPM certificates and emblems for award periods up to 45 years.  The MACOM provides the certificate and emblem for 50 years service.



Foreign nationals
Foreign nationals employed overseas may be awarded either the same certificates and emblems as US citizens or modified versions.



Official recognition
Other forms of official recognition include

· Department of the Army Promotion Certificate—DA Form 4592.

· Invention Awards.

· Suggestion Awards (see AR 5-17).



Unofficial recognition
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Use innovative and inexpensive approaches to recognize people:

· Luncheons.

· Open praise.

· Local award certificates.

· Letters of appreciation.



Tip
Before nominating someone for an award, consider the individual’s preferences.  Not everyone wants cash or elaborate ceremony.
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Managing an Awards Program

Introduction
This map explains how to manage an awards program in your organization.



Guidelines
Previous maps described specific awards.  This table presents guidelines for managing an awards program.

Guideline
Description

Establish

[image: image11.wmf]
To establish an awards program in your organization,

· consider strategic goals and build organizational culture.

· consult CPAC advisor.  

· develop a strategy to provide compensation and incentives fairly to all people who merit recognition.

· identify budgetary requirements for awards.

· use the SMART criteria in your program design.

Review




Review performance of employees and work units regularly.

Look for opportunities to provide recognition.  

Consider the right form of recognition to match the performance.

Anticipate
Establish suspense dates for performance appraisals.  When rating someone’s performance, consider possible recognition.  

Review EEO
Review proposed and actual awards to assure support of EEO.

Obtain approval
Obtain approval of higher level officials.

Inform
Avoid informing the person until the award is approved.

Present
Schedule and present the award, taking care to build desired organizational culture mentioned above.
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Lesson 6—End-of-Lesson Exercises      
Instructions
Select the best answer.

1.  A Time Off Award may

a.  not convert into cash.

b.  convert into cash.
c.  consist of a combination of cash and time off.

d.  exceed 80 hours if the immediate supervisor approves it.

2.  To prepare a justification statement for a Quality Step Increase, use

a.  DA Form 1256.

b.  formal letter of recommendation.

c.  DA Form 7222 or 7223.

d.  memorandum for record.

3.  A Special Act or Service Award is

a.  tied to the performance appraisal cycle.

b.  not tied to the performance appraisal cycle.

c.  a combined cash and Time Off Award.

d.  a substitute for a cash or Time Off Award.

4.  Which award requires a DA Form 1256 for nomination?

a.  Performance Award.

b.  Quality Step Increase.

c.  On-the-Spot Award.

d.  Certificate of Promotion.

5.  A supervisor can approve a

a.  Time Off Award of one day or less.

b.  Time Off Award of one week or less.

c.  Performance Award.

d.  Superior Civilian Service Award.

6.  When managing an awards program, what should you do first?

a.  Review performance files to identify top performances.

b.  Establish a performance rating and review schedule.

c.  Ask your boss for a large pot of incentive award money.

d.  Consider strategic goals and build organizational culture.
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Lesson 6—Answer Key and Feedback
Instructions
Correct choices are highlighted. 

1.  A Time Off Award may

a.  not convert into cash.

b.  convert into cash.
c.  consist of a combination of cash and time off.

d.  exceed 80 hours if the immediate supervisor approves it.


(Page 6-3, Time Off Award)

2.  To prepare a justification statement for a Quality Step Increase, use

a.  DA Form 1256.

b.  formal letter of recommendation.

c.  DA Form 7222 or 7223.

d.  memorandum for record.


(Page 6-5, Nominations)

3.  A Special Act or Service Award is

a.  tied to the performance appraisal cycle.

b.  not tied to the performance appraisal cycle.

c.  a combined cash and Time Off Award.

d.  a substitute for a cash or Time Off Award.


(Page 6-6, Definition)

4.  Which award requires a DA Form 1256 for nomination?

a.  Performance Award.

b.  Quality Step Increase.

c.  On-the-Spot Award.

d.  Certificate of Promotion.


(Page 6-7, Nominations)

Continued on the next page
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Lesson 6—Answer Key and Feedback, Continued
5.  A supervisor can approve a

a.  Time Off Award of one day or less.

b.  Time Off Award of one week or less.

c.  Performance Award.

d.  Superior Civilian Service Award.


(Page 6-8, Authority)

6.  When managing an awards program, what should you do first?

a.  Review performance files to identify top performances.

b.  Establish a performance rating and review schedule.

c.  Ask your boss for a large pot of incentive award money.

d.  Consider strategic goals and build organizational culture.


(Page 6-11, Establish)
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