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Purpose
The purpose of the Spot Recognition Award program is to acknowledge and reward outstanding individual and/or team workplace contributions that occur on a day-to-day basis.  Contributions should impact the quality, cost, service, safety, or resource utilization of an organizational unit, team, or department.  

Award Eligibility

· All employees, including those who have Faculty appointments with the Lab and a UC Campus, are eligible to receive a Spot, except members of the UC Executive Program.

· Employees in a union-represented bargaining unit are eligible for a Spot Award only when a wage agreement is in place for that bargaining unit. 

· Non-employee categories ineligible for a Spot are Laboratory affiliates (guests), visitors, and contract labor.

· In addition to meeting the above eligibility requirements, employees must be actively at work during the time of the accomplishment. This would include employees that are on an approved leave of absence when the nomination is submitted for review and when the checks and certificates are distributed. 

· Spot awards for individuals who are direct reports to the Laboratory Director may require approval by the President of the University of California.

Award Amount

The net SPOT Award amount an individual may receive is $25, $50, $75, $100, $150, $250, $500, $1,000, or $1,500.  Division/ Departments must ensure that no employee receives more than $1,500 in a fiscal year cycle. The recipient of an individual or team award receives the actual amount of the award, and the award is paid on the employee’s regular paycheck.

Award Cost

Division/Departments must charge the gross award costs (gross cost = includes payroll taxes) to their own budgets, such as a project budget or operating budget.  In the case where a division/department is nominating an employee from another division/department, the “home” division/department must be notified in advance of award approval, since the net award cost will be deducted from the “home” division/ department’s Spot award allocation. If the nominating and home divisions agree, allocation can be moved from the nominating division to the employee’s home division to cover the net award cost; please contact Compensation to move allocation amounts.
Taxes and Benefits

A Spot Recognition Award can affect taxes and benefits in the following ways:

· All awards will be grossed up for income tax purposes and will appear on the employee’s W2 statement as income earned.

· A Spot Recognition Award does not increase an employee's base pay rate.  Therefore, the amount of an award will not be included in the calculation of benefits provided for retirement or for AD&D, life, and disability insurance or for overtime payment for nonexempt employees. 

Please contact your HR center for assistance with a Spot award nomination.

	Employee (or Team) Name:
	
	Employee ID:
	

	Division:
	
	Department
	

	Job Code:
	
	Union Code: 
	
	Project ID:
	

	Job Title:
	

	Proposed Award Amount:    ____ $25          ____ $50          ____ $75          ____ $100          
                                                 ____ $150        ____ $250        ____ $500        ____  $1,000     ____ $1,500

	Instructions: 

The purpose of the Spot Recognition Award program is to recognize and reward outstanding individual and/or team efforts. It is designed as a tool for supervisors to reward workplace contributions that occur on a day-to-day basis and impact the quality, cost, safety, service, or resource utilization of an organizational unit, team, or department. 

Briefly describe below the employee contribution or achievement. For a team award, list individual names on the attached page. Also include a short, one-sentence description of the contribution or achievement to be included on the Spot Award certificate. If you are nominating an employee in a Division other than your own, please gain concurrence with that employee’s Division prior to submitting the award nomination.

	Description of Accomplishment – Describe (in a couple of sentences) what the employee/team did and the importance of this activity to the Department, Division, Laboratory, or scientific community.

	

	Summary – Provide one key phrase/sentence that summarizes the award to be included on the award certificate:

	Nominated By: ___________________________                                Date: _________________________

	Approved by (Nominator’s) Division Management:
	Reviewed by HR Center:
	Nominee’s Home Division Management Concurrence:

(if applicable)

	(Signature)

(Print name and title)


	(Signature)

(Print name and title)


	(Signature)

(Print name and title)



	 (Date)
	 (Date)
	(Date)


Team Award Nominees
	Employee Name:
	
	Empl ID: 
	

	Division: 
	
	Department:
	

	Classification Code:
	
	Union Code:
	
	Project ID:
	

	Classification Title:
	
	Proposed Award Amount:
	


	Employee Name:
	
	Empl ID: 
	

	Division: 
	
	Dept: 
	

	Classification Code:
	
	Union Code:
	
	Project ID: 
	

	Classification Title: 
	
	Proposed Award Amount:
	


	Employee Name:
	
	Empl ID: 
	

	Division:  
	
	Dept: 
	

	Classification Code:
	
	Union Code: 
	
	Project ID: 
	

	Classification Title:
	
	Proposed Award Amount:
	


	Employee Name:
	
	Empl ID: 
	

	Division:  
	
	Dept: 
	

	Classification Code:
	
	Union Code: 
	
	Project ID: 
	

	Classification Title:
	
	Proposed Award Amount:
	


	Employee Name:
	
	Empl ID: 
	

	Division:  
	
	Dept: 
	

	Classification Code:
	
	Union Code: 
	
	Project ID: 
	

	Classification Title:
	
	Proposed Award Amount:
	


(duplicate page for additional team members if necessary)

[image: image1.png][image: image2.png]