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IOWA INSTRUCTION 360-395 — NRCS EMPLOYEE RECOGNITION PROGRAM

I1A395.0 PURPOSE
This lowa Instruction specifies how lowa will administer its employee recognition program.

This lowa Instruction replaces General Manual, Title 360 — Human Resources, Part 414 —
NRCS Employee Recognition Program, lowa Amendment 1A40, dated April 20, 2011.

IA395.1 SCOPE

These instructions will be followed all employees.

I1A395.2 FILING INSTRUCTIONS

This lowa Instruction will be posted on the lowa NRCS Employee Website, which can be
accessed at hitp://www.ia.nrcs.usda.gov/intranet/eDirectives.html under the lowa NRCS
eDirectives System section.
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Richard Sims
State Conservationist
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IOWA INSTRUCTION 360-395 — NRCS EMPLOYEE RECOGNITION PROGRAM

1. PURPOSE:
This lowa Instruction specifies how lowa will administer its employee recognition program.

This lowa Instruction replaces General Manual, Title 360 — Human Resources, Part 414 — NRCS
Employee Recognition Program, lowa Amendment |1A40, dated April 20, 2011.

2. ROLES AND RESPONSIBILITIES:

The Natural Resources Conservation Service Employee Recognition Program policy is provided in
General Manual, Title 360 — Human Resources, Part 414 — NRCS Employee Recognition Program.

To ensure compliance with the above policy, | am providing the following instruction to clarify how lowa
will implement and administer its employee recognition program:

e All award nominations will be documented on an AD-287-2, Recommendation and Approval of
Awards. Do not use EmpowHR to nominate an employee for an award.

e The State Conservationist (STC) will:

o Determine the state-wide budget available for all awards based on allocated funding within
30 days of notification of lowa’s allocation.

o Allocate individual employee recognition budgets to each Area and the State Office for use in
nominating employees for Extra Effort Awards, Spot Awards, Keepsake and
Suggestion/Invention Awards. This allocation will be computed based on their respective
percentage of full-time employees (career, career-conditional and temporary appointments)
on the rolls at the time in which lowa receives its budget allocation.

= All awards for Leadership Team Members will be charged to the State Office and
those members’ will be included in the State Office’s allocation.

o Notify the Leadership Team Members regarding the availability of employee recognition
funds when they are made available.

e Funds allocated to Areas and the State Office will be available for the Assistant State
Conservationists for Field Operations and State Office Principle Staff members to recognize the
valuable contributions of their staffs through monetary and Informal (nonmonetary) awards. Each
will need to remember the following:

o Performance awards are supported by documentation provided in the year end summary
performance appraisal that demonstrates achievements that warrant summary ratings above
the Fully Successful level. These awards are not part of the Area or State Office allocation.

= All performance evaluations that warrant an Outstanding Rating must be provided to
the STC for review prior to discussion with the employee.

o Employee recognition for Extra Effort Awards, Spot Awards, Keepsake and
Suggestion/Invention Awards will occur when actions merit throughout the fiscal year (budget
permitting), ensuring that contributions are recognized in a timely manner, rather than
delayed for end of year recognition.
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IOWA INSTRUCTION 360-395 — NRCS EMPLOYEE RECOGNITION PROGRAM

= Spot Awards that are older than three months past the ending date of the
event/activity being recognized may not be approved. Documentation as to why the
nomination was not submitted in a timely manner must be included and will be used
by the STC when making the approval determination.

o Costs of non-monetary awards presented to our partner employees will be charged against
the nominating Areas’ or State Office’s allocations.

Awards for group recognition that include members from more than one Area (including State Office)
will be charged to the Area originating the award.

Special circumstances which warrant awards given in excess of an Area’s allocation should be
forwarded to the STC for consideration.

Informal Recognition Awards are honorary in nature with a value not to exceed $250.00, which
includes cost of any customization (engraving, embroidery, etc.).

o Any employee who nominates another person (NRCS employee or partner employee) for an
informal recognition award must include a completed AD-700 form, Procurement Request,
with the AD-287-2 when submitted for approval. The AD-700:

= Must include the signature of an Leadership Team Member as concurring official.

= Must include a description of the item being purchased with vendor name, address
and any special descriptions of item or instructions related to customization.

= Will comply with Management Services Division's (MSD) requirement to consider
using ibExpress (Ability One) for printing and embroidery of logos on nonmonetary
awards before purchasing items from other sources. To receive a quote for services
call 414-778-3043.

= Will be approved by the STC or his designated official.

o The MSD staff will order all items requested on the AD-700, unless otherwise directed by the
MSD staff or the Assistant State Conservationist for Management.

An Awards Flowchart is attached that will provide further guidance on the AD-287-2 review and
approval process.
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Approved By: Date:

Richard Sims

State Conservationist

Natural Resources Conservation Service
210 Walnut Street, Room 693

Des Moines, |IA 50309-2180

Attachment — Awards Flow Chart
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Awards Flow Chart

Attachment to IA Instruction 360-395
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