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1. University Policy & Reasons for the Scheme

The University recognises and values the hard work, commitment and achievements of all staff.  The ‘Making the Difference’ awards are intended to provide recognition to any member of staff whose contribution on a one-off or short-term basis has been exceptional or outstanding and is worthy of particular note.  The scheme provides staff, managers and colleagues with the opportunity to nominate an individual or a team for a recognition payment worth up to £250 per person (subject to normal pay deductions, e.g. PAYE).  

The University also recognises and values outstanding contribution of a sustained nature.  Staff should refer to details of the ‘Rewarding Excellence’ scheme for information about awards of that kind, visit the HR webpages; https://www.york.ac.uk/admin/hr/policies/pay-and-grading/rewarding-excellence/policy/.
2. Departmental Scheme Details

Your own scheme details should appear here.  This is an example of what could be included:

Example

Within the Department of XXXX, the recognition payment takes two forms, one for an individual who is judged to be the Employee of the Quarter (maximum of four per year), and the second for a team that is judged to be Team of the Quarter (four per year).

The Employee of the Quarter will receive a recognition payment of £250 (Two Hundred and Fifty Pounds) and the Team of the Quarter will receive a payment of £100 (One Hundred Pounds) per team member to a maximum of £500 per team.  If there are more than five team members, the £500 will be shared out in equal proportion to each team member.

3. Definition of Outstanding Contribution

3.1. The scheme is intended to reward those who have demonstrated outstanding achievement or excellence in the short-term which has been of such a high standard that it has made a difference to students, customers, colleagues, the department or the University as a whole.  

3.2. The exceptional contribution may have been made within the normal role of the individual or team but at a level demonstrably greater in the short-term than would normally be expected or it may have been made through taking on short-term responsibilities or tasks outside the individual’s or team’s normal role.  

3.3. Where, however, an individual has taken on the duties of another member of staff at a higher grade for a period of one month or longer, the contribution would normally be recognised through the ‘Temporary Responsibility Allowance’ facility.  

3.4. Where the individual takes on responsibilities outside the role that are of a long-term nature then discussions should take place with their manager about whether the changed duties are sufficient to warrant a role review request.

3.5. Exceptional performance may be demonstrated in a number of ways:

· An exceptional one-off contribution to the work of the department

· Exceptional performance in handling a crisis or a one-off event

You can insert your own departmental criteria here if different from above
3.6. Doing our job well is expected of us all; the Making the Difference award is for performance over and above this.  

4. Equality of Access and Outcomes

The scheme will operate with equality of access across all roles and grades and is open to both full-time and part-time staff.  The outcomes of the scheme will be monitored quarterly through statistics showing grade, job type, gender, ethnicity and type of working, i.e., full-time or part-time, etc.  This information will be submitted to the Rewards Team (within HR) on an annual basis (at the end of each financial year).  

5. Administration of the Scheme

5.1. The scheme will be administered by XXXXX (name/job title of contact) within the Department.  

5.2. The department has established a Making the Difference Scheme Panel (or equivalent) consisting of (at least 2 departmental representatives) who will judge the Making the Difference nominations on a monthly/quarterly/annual basis.  Identify how the appropriate decision-making body will be constituted. For how long will each panel member sit on the panel?  
5.3. Nominators and nominees will not be involved in the decision-making process for any nomination they are involved in. 

5.4. The scheme will operate and be administered with consistency, fairness and transparency and will be communicated to all staff as will the names of successful nominees.  

5.5. Nominations are to be made on the XXXXX Department Making the Difference Scheme Nomination Form which can be found at <URL> or requested from XXXXX
6. Eligibility for a Making the Difference Award
6.1. All staff with six months’ service or more (at the time of the award being considered) and who have not achieved a similar award within the last financial year are eligible to be nominated.  Staff who have been nominated within the last year but have not been successful are eligible for nomination again immediately

6.2. A member of staff may be nominated more than once in any financial year (1 August to 31 July) but is only eligible for one award per year

6.3. Where an individual is in receipt of a Temporary Responsibility Allowance (TRA) an MTD award is not applicable for the same contribution

6.4. Staff are eligible to be nominated either individually for the Employee of the Quarter award or as a team for Team of the Quarter award.  Where nominations are for consideration as a team, the group of staff must be generally recognised as such by the department 

6.5. Staff are not eligible for an award if they are subject to current formal disciplinary warnings or poor performance procedures

6.6. Staff who have had a period of absence (through sickness, etc.) are eligible for the scheme as are individuals whose pay is currently Red Circled, Protected or subject to Special Protection 

6.7. In the case of a team award, it is possible to nominate a team member with less than six months’ service although supporting documentation that confirms a similar level of contribution or achievement as the other team members would need to be submitted

6.8. Where individuals have been submitted for an award on more than one occasion, and particularly where they have been successful more than once, consideration should be given as to whether it is more appropriate to submit them for a ‘Rewarding Excellence’ award for sustained, outstanding contribution within a role.  

7. Application Process

7.1. Nominations for a Making the Difference award must be made on the department’s Making the Difference Scheme Nomination Form

7.2. The nomination form should be submitted to:  XXXXX Name
7.3. Once the form is received, it will then be sent to the relevant Line Manager/Section Head for checking to ensure all necessary information has been included and for countersignature to ensure that the individual or team member falls within the eligibility criteria.

7.4. The Section Head returns the nomination form to the above-named departmental representative

7.5. The Head of Department, Section Head, Line Manager or a colleague may nominate individuals or teams for an award.  Individuals or a team may nominate themselves.   Nomination forms are also available to students, clients and customers

7.6. Heads of Department/Line Managers have a responsibility to monitor the contribution of all their staff and respond accordingly.  As part of the monitoring process, managers should identify cases where an exceptional contribution has been made.  Nomination for an award may be appropriate at that point 

7.7. All members of staff should have an agreed, up-to-date Job Description that clarifies the expectations of their role as well as specific objectives/standards agreed at Performance Review and/or a person specification that identifies the competencies required for their job.  These documents are useful reference points for the identification of outstanding contribution and should be referred to when the Section Head/Line Manager countersigns the nomination form.

8.
Decision-Making, Communication of Outcomes and Payment of Awards
8.1. The Department’s criteria for assessing MTD scheme nominations is available upon request and can be found at <URL> or requested from XXXXX
8.2. The Department’s Making the Difference Panel (or whatever it is called within the department) will meet on a regular basis (in line with the department’s proposed awards, i.e. monthly, quarterly, termly, etc.) in order to review the nominations against the agreed criteria and agree the successful nominations for that period

8.3. The outcome of all nominations will be recorded by the panel for future reporting and monitoring purposes

8.4. The panel will communicate these decisions, in writing, to the nominee, nominator, Line Manager/Section Head (whether the nomination has been successful or not)

8.5. A list of successful nominations should be submitted to the HR Rewards Team at the end of each award period.  The Rewards team will then approve the payments to be made by the Payroll Department at the end of each award period

8.6. Successful nominations will be publicised within the department – state how
8.7. All recognition payments will be paid through the University’s payroll and will be subject to normal pay deductions, e.g. PAYE.

9. Monitoring Process

9.1. The Department will administer and monitor the scheme in accordance with the policy

9.2. The Department will submit an annual report to the Rewards Team (within HR) at the end of each financial year, i.e. in August/September of each year.  The purpose of the report is to demonstrate that the principles of the scheme have been met and in particular, to ensure that the awards, over time, reflect the workforce of the University with regard to job coverage, grade, gender, ethnicity, disability, age and other relevant factors.  The report will also include the number of awards made each year, the total sum awarded, by grade and job type.  

9.3. Records associated with the scheme will be retained for a three-year period.  
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