Department of Workforce Services (DWS) Response Regarding
Incentive Award Information

December 2015

Staff in the Office of the Legislative Fiscal Analyst reviewed FY 2015 incentive
awards, service awards, and special bonus pay at DWS ($883,100 in total) and
asked DWS to explain seeming anomalies. DWS responded as follows:

“Qi. What are your policies for granting incentive awards?

Al.  Please see attached pdf document for applicable DWS admin policy.
Q2. How much of the spending was from the General or Education Fund?
A2.  Please see attached Excel spreadsheet.

Q3. What is “special bonus pay” and what are the policies to grant it?

A3. The Legislature provided funding during the 2015 General Session
equivalent to a 2.25% general increase for eligible state employees. The
2.25% salary increase was administered as a general increase to employees
who met certain eligibility criteria. The general increase functioned similar
to a COLA; however, no adjustments were made to salary ranges.

Eligible employees who were at the maximum of the salary range, above
the maximum, or in longevity received a one--time bonus equivalent to the
calculation of a 2.25% yearly salary increase.

Employees who were less than 2.25% away from the maximum of the salary
range received an increase to take them to the maximum of the salary
range and the difference was given in the form of a one--time bonus, for a
total increase equal to 2.25%.

These one-time bonuses were categorized as “special bonus pay” by State
Finance.”
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DWS ADMINISTRATIVE PoLIcY MANUAL / 1300 - HUMAN RESOURCES

1305 INCENTIVE AND SERVICE AWARDS -
PROCEDURE

Most Recent Obsolete Procedure

Policy Effective: November 1, 2015

1.

General Procedures for all Classes and Types of Awards

A.

Any individual or team of department employees is eligible to receive an incentive
award.

An Incentive Award nomination may be initiated by any department employee(s)

or a non-department employee(s) who has direct knowledge of the achievement of
the employee(s) being nominated.

Nominations must be submitted in writing.
All incentive awards will expire on June 30th following the date of issue.

Types of incentive awards that may be granted include cash (bonus) awards, non-
cash awards, and administrative leave in lieu of cash.

i.Other types of administrative leave such as physical exam leave,
governor approved holiday leave, and executive director approved
holiday leave are not consid ered as incentive awards or administrative
leave in lieu of cash, in accordance with DHRM Rule R477-7-7.

ii.The type of administrative leave being used should be documented in
comments on the employee time sheet for the OA hours used (i.e.,
“incentive award” or “admin leave in lieu of cash”).

All incentive awards must be awarded judiciously and supported with written
documentation. The written documentation will include the name of the individual,
detailed reason for award, and the expiration date of the award of June 30
following the date of issuance.

A combination of the types of incentive awards may be granted at the discretion of
the Executive Director, Deputy Directors, and Division/Service Area
Directors/Managers.

Incentive Award Restrictions
i. Any employee who is currently on a performance improvement plan or whose

current performance evaluation rating is unsuccessful is not eligible for an
incentive award.

ii. Individual awards shall not exceed the parameters established by DHRM Rule
R477-6-7.

iii. Non-cash awards shall not include cash equivalents such as gift certificates or
tickets for admission.

2. Bonus Awards. Bonus awards may be authorized for individual or group exceptional

3.

productivity accomplishments. Based on award amount, bonus awards are approved
by the deputy director or the associate, division or service area director.

Non-cash Awards are issued by management to employees as recognition for excelling
in one of the four Department Cornerstones, Operational Excellence, Exceptional



4.

Customer Service, Community Connection and Employee Success. Click here for the
procedure for administering non-cash awards.

Administrative Leave in Lieu of Cash Awards. Deputy, associate, division, or service
area directors may grant administrative leave in lieu of cash to employees who
demonstrate exceptional effort or accomplishment beyond that normally expected on
the job. Administrative Leave in lieu of cash may not be granted based solely on an
employee’s annual performance appraisal rating — even if the rating is exceptional.

A. Criteria and Eligibility:

Improvement in department operations. Awarded to employees who have
applied creative ideas, initiative, leadership and investment of time beyond
standard expectations and that have resulted in improved agency operations.

Statewide benefits and public service. Awarded to employees who have
increased or improved public service, safety, health or who have reduced the
duplication of statewide efforts (such as improved interagency data systems,
communication and coordination).

Cost savings or revenue increases. Awarded to employees who have saved
significant dollars, time or who have increased revenues.

Outstanding work effort. Awarded to employees who have exceeded normal
job responsibilities and expectations for a unique event or who have exceeded
expectations over a sustained period of time.

B. All Department of Workforce Services employees are eligible unless they have
received an overall unsuccessful performance review within the last ninety (90)
days, are currently on a performance improvement plan, are on administrative
leave pending the results of an investigation or have received a disciplinary action
within the last 12-month period. Schedule IN and TL employees not receiving
benefits are not eligible for administrative leave in lieu of cash.

C. Employees shall be issued a Certificate of Administrative Leave detailing the
number of hours approved and the expiration date for taking the leave and written
documentation identifying the reason for the administrative leave in lieu of cash.

Deputy, associate, division or service area directors are authorized to issue a
Certificate of Administrative Leave for up to 8 hours per occurrence.

Administrative leave in lieu of cash awards exceeding 8 hours per occurrence
may only be issued by the executive director.

The cumulative total of administrative leave in lieu of cash granted for any
employee shall not exceed 40 hours in any fiscal year (July 1 through June 30)
in compliance with DHRM Rule R477-7-7.

iv. Administrative leave in lieu of cash granted under the incentive award program

should be used during the fiscal year and will expire June 30 following the date
of issue. Administrative leave in lieu of cash is subject to the same approval
process as annual leave. Unused administrative leave in lieu of cash hours are
forfeited at the end of the fiscal year, at termination or separation from
employment or upon transfer or reassignment to a different state agency.

5. Service Awards are administered through payroll as a cash award for employees in
accordance with DHRM Rule R477-6 and Division of Finance Policy FIACCT 05-03.07.




