BusinessHive White Paper

Without Employees You Have No Business

“Assets in the shoes” - Most companies today realize that employees are their most critical and valuable asset. For a company to succeed; employees at every level must be committed to a company’s goals.  An employee incentive program that includes meaningful reward and recognition will reinforce employees for behavior that supports company goals.  

When employees are reinforced for their positive performance, they feel their work has meaning and value, they feel like owners in the company, they are committed to your company and positive results ensue.  You also achieve a competitive advantage that can be sustained indefinitely.
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Employee programs have an advantage in that frequently the entire participant base works in one physical location.  

This provides enhanced opportunities for generating excitement and providing recognition (critical elements of any incentive program), i.e., kickoff events, team meetings, company promotion, etc. 

Employee incentive programs are typically designed to change employee behavior in one of the following areas: 

· Attendance - build a program that rewards attendance, by team or individual. Nothing impacts performance of a business than poor or erratic attendance.

· Suggestion/Idea Generation (reduce costs, generate revenue, quality of work life) - reward employees, ether in teams or as individuals, for coming up with ideas that reduce costs, increase profits or improve customer experiences and quality. Share with the employees a % of the savings, profits or put a value on the customer experience and give this back to the employees in the form of awards.

· Quality - Every employee can have impact on how a business performs. The experience generated by the employees and how they can affect quality is important. Reward employees for the proper actions, criteria and steps to quality (either as part of a formal process, a standardized process or by  company determined standards.)

· Safety - time lost from a business, by any employee, due to safety issues has a big impact both financially and morally. Safety programs can help a business stay clear of safety issues. Reward employees for following safety steps and processes, reward attendance in safety training, and reward the employees for “days without accidents.”

· Service Anniversary - It is important to not forget important milestones in an individual’s career. It is best to reward this loyalty with an award that has personal meaning to the employee. And the more individualized the award can be the more memorable it will be.

· Honor & Recognition

· Congratulations on a job well done

· Successful resolution of a difficult customer service situation

· Assistance in a sale

· Special achievement

· Vendor recognition

· Volunteer activity
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· Gift – Birthday, Holiday, etc.

· Company picnics – prizes

· Special company anniversaries

· Company milestones

· Company sponsored charity events

· Retirees

Other employee programs consist of:
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· Employee/Sales Referral

· Productivity

· Team Building

· Change Management

· Customer Service

· Training/Certification

· “On-the spot” appreciation

· Peak Performer

· Retention

DESIGNING AN EMPLOYEE PROGRAM
There are several elements that are critical to the success of your employee program:

· Establish a program structure with clear, achievable attendance goals

· Take into account what your past programs have been

· Communicate what you want the employees to do (their goals)

· Generate excitement about reward opportunities

· Sustain interest through ongoing reminders

· Measure progress toward achieving goals/provide feedback

· Offer desirable reward and recognition which will drive achievement of your goals

Program Structure 

There are a variety of ways to design a suggestion/idea generation program depending upon your organizational structure and budget.  Key factors to consider are:

· How will the program be tracked and administered

· How much can you spend – consider:

- The company’s perspective: will the program budget generate a satisfactory return on investment?

· The employee’s perspective: If you were an employee in this program, would you put forth the extra effort required to earn the reward?

· How frequently should you reward – consider:

- Rewarding more frequently will sustain long-term interest and focus on your attendance program

· How long should your program run – consider:

- The most successful employee programs are long-term (running on an ongoing basis, year after year), not one-time shots

Below are several typical suggestion/idea generation program structures:

STRUCTURES FOCUSED ON INDIVIDUAL EMPLOYEES AND TEAMS
Variable Budget 

For these structures, your budget will vary based upon the number of employees who achieve the desired behavior.  You can determine your maximum exposure by multiplying the total number of employees by the maximum award they can earn. You could also look at it based on teams, by determining the potential number of teams within a business that do X behavior earn Y award. Most employee programs work best when made up of cross-functional teams (7 or less employees) that work together.

1.  Employee team (or individual) receives award for achieving X behavior per quarter or year.

2.  Employee receives reward/recognition for achieving X% of behavior over previous quarter or year.

Bonus Rewards Option:
Bonus rewards or special recognition structured for:

· First completing X behavior

· Largest behavior change in a business unit, company, etc.

· Top performer in a business 

Fixed Budget
In fixed structures, you have an established budget, regardless of how many employees achieve the desired behavior. 

· X number of employees completing X behavior receive reward/recognition of equal value. 

Example:  The 10 employee teams with the most approved suggestions/ideas each receive equal award.  Note:  The possibility does exist for “ties” which could potentially cause a company to exceed the fixed budget. 

DEPARTMENT STRUCTURE
1.
Department is given goal of X behavior change over previous quarter/year.  If goal is achieved, entire department earns award equally.

DEPARTMENT MANAGER’S STRUCTURE
Ensuring that management is involved in and supports your company program is critical to the program’s success.  Managers need to be encouraged to motivate their employees to achieve the company’s goals.  If budget permits, the most effective program will reward either individual or teams of employees for changing their behavior and managers for driving a change in employee behavior.  Following are ideas for involving department managers in your suggestion/idea generation program.

1.
Managers are given a goal of X behavior change for their department and earn award each quarter if goal is achieved.

2.
Manager receives award for achieving X% of behavior change over previous quarter or year.

COMMUNICATIONS
Program communications are critical to your employee program’s success in order to clearly convey what employees need to do, generate excitement and interest in your program/rewards, and sustain ongoing interest.  Some ideas to consider include:

Teaser
Before program is officially announced, consider distributing an invitation, dimensional item, poster, etc. that hints at what’s to come and piques interest in your program.

Kick-off Rally
It’s ideal to announce an employee program in person in a group setting where employees can build on one another’s excitement.  Rallies can be held for all company employees or in individual departments – field office locations can be video- or teleconferenced.  It’s the time for management to convey the importance of the program and demonstrate their support.  The program structure should be outlined and excitement generated about the reward opportunities.  Add any fun and “hoopla” your budget will allow – food, decorations, music, banners, etc.

Announcement Piece
Explains program goals and how employees earn; generates excitement about reward opportunities.  Utilizes formats which range from a high-impact, four-color brochure to a letter.  These pieces can be distributed at the kickoff rally.

Ongoing Reminders of Program
Posters

Dimensional items (mugs, mousepads, notepads, etc.)

Brochures

Newsletters

Progress Reports

Memos

E-mails

Section of company intranet 

Department meetings/lunches/breakfasts

Company bulletin board

Recognize Performance
At the end of the program, be sure to congratulate and thank those who have achieved/exceeded your company attendance goals. A permanent symbol of employees who have achieved the desired performance (whether attendance, training, safety, etc.) such as a certificate or plaque, will sustain long-term recognition for those with top commitment. Feature the top achievers in the company newsletter and if you have a company Internet and recognize them at the next all-company meeting.

MEASUREMENT AND FEEDBACK
To sustain ongoing interest in your program, employees need to know how they’re doing.  Administering the program usually involves:

1. Enrollment - Ensure all employees are eligible and “in the system”

2. Tracking - Suggestions programs are typically tracked through an existing company Human Resources function. 

3. Progress Reports – It is important to share and track all ideas with the entire employee base, along with upper management. Showing progress of individuals or teams is critical to the success of the program.  Progress reports for a suggestion/idea generation programs can be as simple as a memo from the employee’s manager.  You may also wish to post individual or department results on a wall chart or poster.

Other Reports:

· Management Reports – how is the overall program progressing

· Tax Reports – 1099 and W-2s

Measurement and feedback can be self-administered by the sponsor client or program administration may be outsourced to an external vendor.

PROGRAM ADMINSTARTION
Program administration can be overlooked when working on any type of incentive program. It is critical to a successful, smooth running program. It allows you to keep track of who earned what when and why. So don’t leave program administration to the last second. Start planning early. 

REWARDS AND RECOGNITION
“What gets rewarded gets done” - Rewards and recognition are the most critical element in your incentive program.  To achieve your company goals, participants must have positive consequences (rewards/recognition  that are desirable enough to motivate them to improve performance or change behavior.  

It is also important to celebrate and recognize superior performance in front of the award earner’s peers.  This can be accomplished in person, by presenting a reward or recognition item at a company, sales or department meeting, or via either print or web-based communications to the entire company or team.  

It is also important to not forget common courtesy and to respect all human desire. Say thank you in personal ways, by writing a thank you note to the person, copy their management and/or post it on a “recognition bulletin board” in a highly trafficked area. Never forget to start with the simple and positive “we appreciate your support and skills!”

· Certificate, Plaque or Trophy 

Commemorative rewards that serve to remind a participant of his/her accomplishment long after a program is over.  Commemorative awards come in a variety of formats, styles and price ranges and are personalized with the award earner’s name, accomplishment and sponsor company. 

· Lunch With Top Management 

A lunch or dinner where top performers join top management to be recognized for their superior performance.

· Free Lunch Certificates 

Paper certificates that the recipient redeems for a “free lunch” from the company facility or a local restaurant.  Typical values range from $5 to $8.

· “Thank You” Letter from Management 

A personal, no-cost way to recognize superior performance.

· An Awards Matrix or Metrics?

Award Cards, Gift Certificates, Merchandise, Group Travel, Individual Travel, etc.

BENEFITS OF EMPLOYEE INCENTIVE PROGRAMS

“As strong as the weakest link.” - All corporations, companies, products, sales, and service begins and ends with the employees of a business. If these employees are not focused on those behaviors the company has determined as important, than the company is not operating at 100% performance. Quality suffers, service suffers, customers and sales suffer. It is important to take the time to focus your employees and at the same time give them a well-planned and meaningful incentive program. Incentive programs bring company goals, values and ideals to life!

*****

BusinessHive sm, www.BusinessHive.com , provides counseling and coaching services for business individuals looking for honest and straightforward career support  & implementation of business solutions that improve profit performance and loyalty with employees, channels and customers. Contact David Carrithers, Chief Bee Keeper at 707-484-3620 or e-mail at David@BusinessHive.com 
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It Is Less About Cash & More About Recognition Of Their Creativity & Value
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