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DEPARTMENT OF NATURAL RESOURCES

HUMAN RESOURCE POLICY NO: 14

EFFECTIVE DATE: November 1, 2000

SUBJECT: REWARDS AND RECOGNITION POLICY

AUTHORIZATION: Civil Service Rule 6.16.1

I. POLICY:

The Department of Natural Resources establishes the following policy concerning Rewards and  Recognition
for our employees, under Civil Service Rule 6.16.1, providing that adequate funding is available. 

II PURPOSE:

To allow the Appointing Authorities the ability to reward and recognize employee achievement in the
following areas of their performance in the Department:

A) Safety Program

To demonstrate our commitment to a safe working environment, to motivate employees to
accept the additional responsibility for achieving a safe working environment,  and to reward
employees for agreeing to devote the time and attention it takes to achieve the goals of the
Department’s Safety Program, monetary awards will be given to the following employees who
are instrumental in the performance of this program:

(1) Floor Wardens on each of the north and south hallways of the floors occupied by the
Department of Natural Resources in the LaSalle Building – $100 annually. 

(2) Certified First Aide/CPR provider on each of the north and south hallways of the floors
occupied by the Department of Natural Resources in the LaSalle Building -- $100 annually. 

(3) Primary Assistant Floor Warden on each of the north and south hallways of the floors
occupied by the Department of Natural Resources in the LaSalle Building -- $50 annually.

(4) Safety Officer in each District Office of the Department – $100 annually.

(5) Assistant Safety Officer in each District Office of the Department – $50 annually
.

(6) Certified First Aide/CPR provider in each District Office of the Department – $100
annually.

(7) Primary Assistant First Aide/CPR provider in each District Office of the Department – $50
annually.

(8)Certified Driver Educator for the Department – $750 annually.
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An employee may receive more than one monetary award, depending on his responsibilities in
the program.

Awards to participants will be doubled (excluding the Certified Driver Educator) in any year
the Department passes the Office of Risk Management safety audit

These awards will be announced by the Secretary and presented annually in November of each
year for continuous service in the specified capacity for the current fiscal year.  The awarding
of any reward is dependent upon the availability of adequate funds.  Monetary awards shall be
paid as a lump sum payment.

B) Education and Training

DNR supports employee participation in job-related education/training credentials in so far as
budgetary constraints and workload permit for permanent, full-time classified employees.  The
Department will request permission from the Civil Service Commission to pay a one-time
premium pay cash award to compensate employees as indicated for the following:

• Upon attainment of any management certificate from the Certified Public Training
Program (CPTP), he is eligible for a one-time cash award up to $500.

• Upon attainment of a Certified Public Accountant (CPA) designation (or other qualifying
nationally recognized certification deemed eligible under the established criteria), he is
eligible for a one-time cash award up to $500.

• Upon attainment of a Notary Public designation , he is eligible for a one-time cash award
up to $250.

• Upon attainment of other qualifying education/training credentials, he is eligible for a
one-time cash award up to $250.

C) Achievement Recognition

To allow the Appointing Authorities the ability to motivate leaders and doers and to reward and
recognize outstanding employee or team achievement at the conclusion of specific, recognizable
and identifiable special projects for the Department.

1) At any time during the fiscal year, Division Heads may submit their proposals to the
Appointing Authority to award those who have done outstanding work on a special
project, either as an employee or an employee team.  This project must not be a regular
and recurring part of the employee’s position.  The project shall have resulted in a major
benefit to either the Department or division and furthered the mission of the Department.
The employee(s) must not have been compensated under some other pay rule (such as
detail to special duty) for work on the project.

2) The proposal shall contain an in-depth summary of the project and clearly delineate how
the work furthered the mission of the Department.  The proposal shall also contain a
proposed award amount and a justification of the amount requested.
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3) All proposals submitted by the Appointing Authority will be reviewed by the
Undersecretary; who will forward to the  Secretary, for review and  final approval to
make an award. The achievement recognition award will be made immediately upon the
approval by the Secretary. 

4) The number of recognition awards, for either teams or individuals, and their value will
be limited as follows:

Three for the Office of the Secretary, totaling $1,500;
Six for the Office of Conservation, totaling $3,000;
Three for the Office of Mineral Resources, totaling $1,500;
Five for the Office of Coastal Restoration and Management, totaling $2,500;
Three awarded, Department-wide, at the discretion of the Secretary, totaling
$1,500.

 
D) Commitment to Public Service

Employees who have demonstrated their commitment to public service with the State of
Louisiana shall be recognized with service pins, of a maximum $20 in value, once they have
accumulated at least 10 years of state service.  Service pins will be awarded for each additional
ten years of service, i.e. ten years, twenty years, etc. up to a maximum thirty years of service.
The initial awards will be given during a ceremony to be held during the Governor’s proclaimed
“Employee Recognition Week” and then made once during each  gubernatorial administration
in a recognition ceremony.

E) Time Administration Duties

Employees who have performed the time administration function for their work group timely and
accurately for one year will receive a lump sum reward of $1, 000 for primary time
administration duties and $500 for back-up time administration duties.

F) Emergency Preparedness Training

Employees who successfully complete the required Emergency Management Institute
Independent Study courses necessary to provide emergency support for a declared disaster will
receive a lump sum reward of $200.00. 

III RESPONSIBILITY:

It is the responsibility of the Secretary to assure compliance with this policy.

The Human Resource Office will maintain an awards and recognition report for five years for Department of Civil
Service auditing purposes.

IV EXCLUSIONS:

There will be no exclusions to this policy.




