
Guidelines/Ideas for Employee Recognition 
 

Everyone wants to be acknowledged for a job done well. As a supervisor, you have many opportunities to 

recognize the positive contributions and behaviors of your employees outside of the regular performance 

evaluation process for little or no cost.  Just remember that recognition works best when it is specific to what was 

accomplished or done right and is noted as soon as possible. Crucial elements of recognition include thanks, 

praise, and respect. 

 

What’s Important at Wellesley. When Human Resources held employee focus groups on rewards at the College, 

the top three rewards were bonuses, merit increases and verbal praise from a supervisor. Trinkets, certificates of 

appreciation, mugs, etc. were not particularly valued by Wellesley employees. As you take the time to know your 

employees and their interests, you’ll have better ideas about what might be appreciated.  For example, an 

extroverted employee might enjoy an announcement of a job well done at a division-wide staff meeting while a 

shy employee might be embarrassed. You would not want to give an employee who was allergic to flowers a floral 

tribute…or a cake/candy if someone is on a diet.  

 

Reasons to Recognize an Employee. There are many reasons to recognize an employee throughout the year: 

 

The Job Itself Working with Others Determination 

 Meeting a goal 

 Finishing a project 

 Solving a problem 

 Coming up with a creative idea 

 Managing time appropriately 

 Ensuring consistent quality 

 Controlling costs 

 Motivating and inspiring others 

 Accepting responsibility 

 Recognizing other employees 

 Serving the College (e.g., 

through committee work) 

 Being a team player 

 Persevering 

 Overcoming obstacles 

 Always being willing to help 

 Going above and beyond what 

is asked 

 

Ways to Recognize an Employee. There are also different ways to recognize an employee. You will know best 

what works for your department, your employee and yourself, as a supervisor. 

 

No Cost Low Cost 

 Send a note/leave a message (handwritten, e-mail, voice-

mail) – or ask your manager or division head to call and 

thank the employee 

 Meet with someone in your office to thank them for 

doing a good job or comment positively on a particular 

project (do not discuss anything else) 

 Go for a walk to talk with the employee about the work/a 

particular project 

 Ask the employee for advice and suggestions 

 Acknowledge specific contributions and ideas at a 

departmental meeting or get-together 

 Give some extra time off or allow for schedule flexibility 

 Buy the employee a coffee, soda, or ice 

cream cone 

 Send a plant, flowers, fruit or goodie basket 

 Buy or just have lunch or coffee with the 

employee and take an interest in their work 

 Give a subscription to a professional 

magazine or periodical 

 Pay for membership in a professional 

organization 

 Allow the employee to attend a relevant 

conference 

 

 

Team Recognition. To recognize a team, have a breakfast or a pizza party, hold a team celebration that ties into 

the specific accomplishments, or give relevant mementoes to recognize the achievements.)  
 



A Few Cautions. Employee recognition is very valued as long as it is timely, specific and relevant to the 

work/project itself. Be careful to: 

 

 Provide recognition as close to the behavior as possible (Don’t wait for the annual performance evaluation.) 

 Be specific about the work and the achievement being recognized (Celebrating birthdays is not an 

acknowledgment of work performance.) 

 Recognize the individual’s (or team’s) contribution and effort (Don’t give something to everyone in your 

group, regardless of contribution or effort; this is considered a perk, not individual recognition.) 

 Be sincere in your praise and appropriate in the way you recognize the employee’s contribution 


