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Office of ha District Ghark

Port of San Diego

Administrative Procedure # 128-409

Employee Recognifion Program

Procedure Objective

The purposs of this empiayee recognition pragram s tg promate a recagnition culture and reinfores
behaviors that support the San Diego Unified Port Bistrict (District) misslon, vision, and values. This
program enables recognition at all levels, using a multi-tiered approach, enswring timely
acknowledgment, and molivating high performance amang Distric! employees.

Additional Notes/Definitions:
N/A,

Department (s} Affected (Stakeholders}
All departments

Procedures

Employees are recognized for living andfor exemplifying one or mere of the Disfrict's core values
which include: accountability, courage, faimess, fun, inclusiveness, innovation, integrity, teamwork,
and transparency. The following tools have been devaloped for District employees to use in
recognizing others:

4.1. Pier to Pier Award: Peer {o pser recognition provides an opportunity for District emiployees at all
levels to recognize their colleagues directly. An online system allows employees to choose a staff
member in any department at any level to recognize. The systam will send the recipient (option to
include the recipient's supervisor and/or department head) an automated e-mail with a recognition
certificate to print out. The cerlificate will display the sender's name, the recipient's name, the tore
value the Tecipient exemplifies, and message from the sender,

4.2 Beacon Award; This award is besiowed semi-annualty {6 one recipient in each department. An
anfine system allows District employees to choose 2 staff member in any department at any level and
submit their nominations. The recipierits are chosen every six months by the department director
based on the nominations received and for exemplary performance. The winners will be recognized
with & cerlificate presented by the department director and a gift available for selaction from an online
catalog provided by the District.
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4.4. Lighthouse Team of the Year Award: Given annually to one team or department who has
adﬁmudmﬂhﬁhgrﬁdﬁaﬁm.wiﬂ\merfsgnﬂs An online system allows District
emﬁwmwwbmﬂﬂﬁmmﬁmmaﬁmrmjhem“mﬂwmbem&yﬂw
Exmﬁvete&demhb@rwpﬁﬂwendofﬂwﬁﬂwmﬂrwﬂdatanaﬂmm
gathering.

5. Responsibility/Action

RESPONSIBILITYE (i 00 1 R Ao kb e o
Employes 'Responsibly uses recognition tools accessiie i the systarm (o submit
| neminations. Inappropriale behavior may result in disciplinary action.
|
Directors 'Responsible for the selection of their department recipient every six months
(ufiiizing the nominations subsmitted by employees, leads, supervisors,
| managers, direclors, and/or ELG members.
Human Resources ‘Administration of the program and system. Refer (o standard operafing
: | procedure #1023054
!

i
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