It’s not about the value of
the award, it’s the fact that
my work is recognised.

STAR

STAFF
RECOGNITION
SCHEME

A MANAGER’S GUIDE

(Applicable to Grades 1 – 10, Ac1 – Ac4, ECIT Grades 1 – 5 and Clinical Academics)

The three pillars of People First, our People and Culture Strategy –
Employee Experience, Culture and Talent – will provide an attractive
experience for our people, and help them develop to their full potential
in a culture which they enjoy. In line with the People First
commitment, we invited staff to contribute their experience, expertise
and ideas, and by listening to these, we have developed a scheme
focused on providing a better experience.
The Staff Survey results showed that staff were keen to see good
performance recognised – it’s important we improve the Employee
Experience and this Scheme will provide managers with the tools to
recognise staff performance and contribution to University work and to
recognise exceptional individual contributions.

WHY IT IS
IMPORTANT
TO RECOGNISE
OUR STAFF
Recognition helps reinforce the behaviours
and core values that will help drive Queen’s
to excellence, giving a vital boost to staff
engagement levels that will have a ‘ripple
effect’ throughout the University.
Recognition lets employees know that you
care about creating an environment in which
they feel appreciated for
their performance, contribution and
accomplishments. Recognition will also help
to build a culture that attracts and retains the
best talent.

There are some great examples of staff
being recognised at a local level, which
can easily be replicated, such as:
• recognising a member of staff
at a meeting;
• sending a thank-you card;
• asking a strong performer to mentor
a junior member of staff;
• sending an email to a more senior member
of staff (i.e. – Head of School, Director,
PVC) copying in the employee;
• acknowledging the contribution
and your appreciation;
• asking a senior leader to send an
appreciative email to the employee;

TYPES OF
AWARD
The University’s pay structure provides all
staff in grades 1 – 10 and Ac1 – Ac5 with
automatic incremental progression (up to
the top of the range), over and above cost
of living rises, to recognise the acquisition
of the skills, knowledge, and expertise that
comes with experience in a post.
The STAR (Staff Recognition) Scheme
recognises exceptional performance and
contribution in their role.

The STAR Scheme has two routes
available to managers:
1. The Recognition Award is available
to managers to recognise staff for
instances of exceptional performance and
contribution in their role. This process will
run throughout the year to allow managers
to recognise success in real-time, through
an online voucher portal. The vouchers
offered will be in denominations of £10,
£25 and £50.
2. The Performance Award is available
to managers to recognise staff who are
demonstrating exceptional performance
and contribution in their role, through a
one-off payment or consolidated award.
The Performance Award process takes
place annually, following the end of the
performance year, 1 August – 31 July.

As per the diagram on the right, it is
expected a greater percentage of staff will
receive a £10 gift voucher compared to
those receiving an annual, consolidated
performance award.

Consolidated
Individual
Performance Award
Non- consolidated
(Team Award / Individual
Performance Award)

£50
£25

Annual Performance Awards for
exceptional performance and
contribution over a 12 month
period, or for a consolidated award,
exceptional performance and
contribution over a number of years

Real-time awards to recognise
exceptional performance and
contributions and also for
demonstrating exemplary
behaviour of at least one of the
University’s values

£10

• having breakfast mornings for the team.

The STAR (Staff Recognition) Scheme will help build on the above
activities and further embed recognition within the University.

Please refer to the Tiered Recognition Policy for further information, such as eligible staff categories
for Performance Awards and Recognition Awards.

RECOGNITION
AWARDS
The purpose of the Recognition Awards is to
provide managers with a means of providing
instant, real-time recognition for exceptional
contributions all year round. It applies to
situations which would not be appropriate
for a nomination of a Performance Award.

The Vice-Chancellor, Registrar, PVCs, Heads of
School and Directors (Faculty, GRI and
Professional Services) will be automatically
considered Recognition Approvers, however,
they may also delegate responsibility of issuing
recognition awards to their senior managers. If a
School/GRI/Directorate has a large population of
staff, they may wish to appoint additional
Recognition Approvers (line managers at Grade 7
and above) ensuring, however, that the budget is
managed accordingly.
Recognition Approvers have approval levels for
all awards (£10, £25 and £50).
Any staff member can make a suggestion to
recognise another member of staff’s
performance and contribution, as long
as it falls within the appropriate criteria. The
Recognition Approver will take into consideration
the information submitted, ensuring it falls
within the appropriate criteria and, considering
the budget, will either agree to the award as
requested, agree to the award with a different
monetary value, or decline the request providing
feedback on their decision.

There is no limit to the number of recognition
awards an employee can receive throughout the
year, however, Recognition Approvers should be
mindful to ensure fairness and equity in
approach and delivery.
The Scheme is not a mechanism by
which to provide an inducement or
encouragement. A member of staff is expected
to perform at the appropriate level for their
grade and carry out all reasonable duties and
requests. A voucher reward must not be used to
reward an improvement in poor performance to
an acceptable level, or to persuade an employee
to undertake a particular
work activity.
Recognition should be given for a contribution
which is an instance of exceptional performance
and contribution for the role and for
demonstrating exemplary behaviour of at least
one of the University’s values. Awards should
only be made where the employee is also
completing their normal day to day work to a
high standard.

The evidence for the basis of an award may relate to,
but would not be limited to, examples as follows:

INTEGRITY – Where an employee has
carried out an activity or activities that are
considered to be beneficial and would not
be part of the normal expectations of their
job and/or grade.

CONNECTED – Where an employee
shows continued dedication to University
initiatives, such as, Green at Queen’s,
Diversity and Inclusion, Volunteering, etc.

RESPECT – Where an employee
embraces the University’s values and
positively influences the broader culture
of their department.

AMBITION – Where an employee demonstrates
a willingness and ability to learn beyond
the immediate requirements of the post;
where an employee takes on additional
responsibility (within the existing grade)
that is not being rewarded via an additional
responsibility allowance, on an ongoing basis
that has positively impacted on the Faculty/
School/GRI/Directorate or University.

EXCELLENCE – Where an employee
consistently demonstrates a commitment
to and delivery of outstanding customer
service, going the ‘extra mile’ when appropriate
to assist colleagues and external customers;
where an employee consistently demonstrates
a high standard of contribution over a
sustained period of time.

INTEGRITY, AMBITION, EXCELLENCE,
RESPECT & CONNECTED – Where an
employee demonstrates exceptional
flexibility, which contributes directly to
the achievement of team/Department
objectives or prevented disruption to
team/Department services.

The Head of School/Director (Faculty, GRI and Professional Services) may wish to appoint a central administrator who will manage
the ordering of all awards via the online portal. As the administrator will be able to view all awards for that School/GRI/Directorate,
they will be able to monitor the budget more closely.

RECOGNITION
AWARD ROLES
1 August to 31 July

PEERS/
COLLEAGUES
• Continue to say thank you,
it is one of the easiest and
best forms of employee
recognition;

• Delivers a piece of work/
demonstrates behaviour
in accordance with the
University’s Values

REWARD TEAM

• Ensures nomination forms
are completed fully and the
relevant approval levels are in place;

• Manage communication plan to ensure
staff are aware and engaged with Scheme;
• Review any concerns raised by HRBP, and
work with HRBP to address as necessary;

• Place orders on 3rd party portal
on a weekly basis, as necessary;

• Provide positive feedback
to employee’s line manager
and reasons why you think
they should be recognised

EMPLOYEE

ADMINISTRATOR

• Quarterly review to: monitor engagement
levels, revise communication plan as
necessary, and monitor the allocation of
awards across gender, grades, etc

• Provide reports to Head of School/		
Directors (Faculty, GRI and
Professional Services) when
requested or on regular basis

RECOGNITION
APPROVER

• Will publish a list of statistical awards annually

HRBP

• Continue to say thank
you, it is one of the
easiest and best forms
of employee recognition;

• HRBP to identify Recognition
Awards approvers with their
Head of School/ Directors
(Faculty, GRI and Professional
Services);

• Considers feedback
from employee’s
peers/colleagues and
recognises the employee
as appropriate;

• Reviews allocation of Recognition
Awards with Head of School/		
Director (Faculty, GRI and
Professional Services) to
ensure fairness and consistency;

• Identifies staff who
deserve to be recognised
and either order the
vouchers via the online
portal, or send
nomination form
to administrator
to order vouchers

• Raises any concerns of misuse
to the Reward Team

PERFORMANCE
AWARDS

NOMINATIONS

The awards will be based on staff performance
and contribution from 1 August – 31 July each
year and, if approved, will consist of a one-off
payment or increment, processed through
payroll in February, subject to employee tax
and national insurance contributions.

Nominations for a Performance Award for
sustained exceptional performance and
contribution from 1 August to 31 July, should
be submitted by Heads of School, Directors,
and senior management via Queen’s Online
(QOL). However, it may be the case that
members of staff work on specific projects or
pieces of work, that management do not
have full visibility of, and to ensure
exceptional performance is captured, peers
and colleagues are encouraged to provide
positive feedback to the appropriate
manager. They will then decide, having all the
information, whether or not to propose a
nomination.

GRADE

In some cases, a team’s contribution
will merit an award rather than just that of
an individual and, as such, a Team
Nomination is appropriate. The Team
Nomination Form should be completed
to clearly identify the contribution of
each team member and the exceptionality
of their performance relevant to their
grade. For the purpose of this process, a
team will normally only be assessed on a
maximum of 6 members.

TYPE OF ROLE

It can be difficult to identify exceptional
and sustained performance and
contribution, especially across a broad
spectrum of grades and roles. As such,
please refer to the following examples,
which although not an exhaustive list,
may help with your assessment. Examples
provided for one group of staff may also
apply to other groups:

EXAMPLES OF EXCEPTIONAL CONTRIBUTION

Clerical and related

• Repeated provision of innovative ideas about how to improve working
practices, that result in a cost saving or improvement to customer service.
• Adaptability beyond the requirements of the post, such as responding
flexibly to changing requirements within the team.
• Resourcefulness beyond that expected of the grade e.g. solving
problems or demonstrating initiative in responding to difficult situations
or unforeseen circumstances.
• Carrying out project work beyond the requirements of the post which
contributes to the achievement of departmental objectives.

Technical /
Operational

• Consistently adopting a collegial and adaptable approach such that an
individual’s skills, knowledge or expertise benefits the wider University.
• Working effectively with others significantly beyond the requirements
of the post, for example, playing a particularly constructive role in the
immediate work team.
• The provision of innovative ideas about how to improve working practices,
that result in a cost saving or improvement to customer service.

Clerical and related

• Proactively seeking to improve local systems and processes and thus
contributing to departmental objectives.
• Consistently demonstrates a commitment to and delivery of outstanding
customer service, going the ‘extra mile’ when appropriate to assist
colleagues and external customers.

1–3

4-5
Technical /
Operational

• Despite not holding a formal management position, shows positive
leadership within a team, such as, to improve the team’s overall
performance and culture.
• Learns new skills and adapts to deliver a high level of service,
which raises the profile of the department.

GRADE

TYPE OF ROLE

Administrative /
Professional

Technical
6-7

Ac 1
– Ac 2

Academic / Research

Administrative /
Professional

8 - 10

Ac 3
– Ac 5

Academic / Research

EXAMPLES OF EXCEPTIONAL CONTRIBUTION
• Proactively and innovatively seeking to improve systems and processes
beyond the immediate sphere of the role, and thus contributing to
departmental objectives.
• Consistently seeking to improve own skills and knowledge, and to
promulgate learning in a manner that results in continuous improvement
in the team’s performance.
• Repeatedly representing the department on faculty/university-wide
working groups and thereby making a significant and measurable
contribution to the implementation of new systems or procedures.
• Provision of outstanding leadership to teams and individuals, such that
the quality of delivery of that team/department is measurably improved.
• Positively influencing the broader culture of the department by providing
an outstanding example of collegial and positive behaviours and practices.
• The organisation of research networks or international conferences.
• Contribution to new knowledge or techniques.
• Proven willingness to work flexibly when needed to provide cover for
absent colleagues, or to meet peaks in demand, with consistent excellent
performance in those other duties (NB: this refers to undertaking other
types of work, not working longer hours).
• Consistently demonstrating good citizenship beyond the department.
• Delivering projects that bring in new avenues of research funding.
• Introducing new frameworks, concepts or products, which result in
significant cost savings.
• Making a significant contribution to raising the overall profile of the
Directorate, School, GRI or University.

• Consistent ability to deliver difficult projects against demanding
timelines, in the face of unforeseen circumstances.
• Provision of outstanding leadership to teams and individuals, such
that the quality of delivery of that team/section is measurably improved.
• Willingness and ability to learn beyond the immediate requirements
of the post, applying knowledge and skills gained effectively to the
benefit of the department.
• Innovative or excellent teaching.
• Effective leadership of research teams.
• Receipt of external non-monetary awards for outstanding
contributions in their field.
• Securing research grants in excess of normal requirements.
• Continuously carrying out activities which raise the international
profile of the research group and/or department.

NOMINATION AND
REVIEW PROCESS
The nomination process will open from 1
August to 30 September and will be
completed via Queen’s Online (QOL) - http://
www.qub.ac.uk/qol/
Heads of School and Directors (Faculty, GRI
and Professional Services) will be required to
complete a Nomination Form on QOL from 1
August to 30 September and will need to
provide:
• a description of the exceptional
performance and contribution
(for team nominations, the team and
individual performance and contribution
should be clearly identiﬁable);
• evidence of the output and the impact of
the performance and contribution;
• an explanation outlining why the
performance and contribution
is exceptional and why an award
is being recommended;
• if nominated for a consolidated award, a
description of the exceptional
performance and contribution which has
resulted in a sustained, cumulative impact
over a number of years.

Since normal incremental pay progression
already reﬂects an expectation of
continuous performance and growth in
role, the nomination for a Performance
Award must clearly articulate how the
performance and contribution is
exceptional and sustained.
Faculty/Directorate Review Panels will meet
and agree the final award recipients by 11
November.
The nominations will also be reviewed by
the Monitoring & Review Panel in midNovember to ensure there is a fair balance
of grades, gender and coverage across the
University.
Successful nominees will be notiﬁed and
receive the award in their December pay.

PERFORMANCE
AWARD PROCESS
1 August to 31 July

BY 1 AUGUST

1 AUGUST - 30
SEPTEMBER

REWARD TEAM
• Will communicate launch of
Performance Award Process

HEAD OF SCHOOL/
DIRECTOR

MONITORING
AND REVIEW PANEL

• Will submit all nominations
within their area via QOL

• Will review all nominations for
fair balance of grades, gender
and coverage across Queen’s

BY EARLY
DECEMBER

BY 11 NOVEMBER

FEB /

DIRECTORATE
REVIEW PANELS
• HRBP will review gender,
grade and spread and
will challenge decision
making on distribution
of awards and spend at
FEB/Registrar’s Group
meetings;
• Nominations will be

discussed at FEB/PS
Directorate and approved/
rejected as appropriate, in
line with budget, and
updated on QOL.
Professional Services
Directorate decisions will
be reviewed and approved
by the Registrar's Office.

BY MID DECEMBER

FINANCE
• Performance
Award to be paid

DECEMBER

JANUARY

REWARD TEAM

REWARD TEAM

• Will issue letters to successful
candidates

• Will publish a statistical
list of awards annually
on the HR website

ADDITIONAL INFORMATION

RECOGNITION AWARDS –

EDENRED ONLINE PORTAL
https://ordering.edenred.co.uk/
Account/Login
The Administrator will be given access to
log on to Edenred’s Compliments Select
portal where they can simply order eCodes
of £10, £25 or £50, select the criteria that
is being recognised, personalise the email,
and send it to the relevant member of staff.

The member of staff will receive the
email containing their unique eCode and
can then log into the online catalogue
and use this eCode to select their reward.
The catalogue contains a huge range
of vouchers, gift cards and eGift Cards
from over 80 top brands, allowing them
to pick something which suits their own
wants and needs. Top retailers include
B&Q, Waterstones, Sainsbury’s and
many more.

STAR SCHEME
ROLES &
RESPONSIBILITIES
Vice-Chancellor, Registrar, PVCs
• Encourage participation in Scheme
• Annual Performance Awards
- nominate direct reports if appropriate
• Recognition Awards
- award direct reports if appropriate
Heads of School/Directors (Faculty,
GRI and Professional Services)
• Encourage participation and nominate
staff where appropriate
• Annual Performance Awards
- submit nominations on QOL
- ensure fairness and appropriateness
is applied consistently
• Recognition Awards
- review all awards on a quarterly
basis and ensure budget is being
managed appropriately
- ensure fairness and appropriateness
is applied consistently
- regular communication to staff on
progress of Scheme, how many and
who has been awarded
- award direct reports if appropriate
- identify Recognition Approvers and
Scheme Administrator(s) for School/
GRI/Directorate
Line Managers
• Annual Performance Awards
- recommend staff and colleagues
as appropriate to Heads of School
and Directors (Faculty, GRI and 		
Professional Services)
Recognition Approvers
• Recognition Awards
- identify staff who deserve to
be recognised order voucher
via Edenred portal
- verbal communication of thanks/		
recognition should also be given
(the award is not a replacement for this)

TIPS FOR
RECOGNISING
YOUR STAFF:

Administrators

BE GENUINE.

• Recognition Awards
- ensure nomination forms are
completed fully, relevant approval
levels are in place and place orders on
via the Edenred Online Portal
- download reports on a monthly basis
and send to Recognition Approvers and
Head of School/Director (Faculty, GRI
and Professional Services)

Give it your full attention
and be sincere.

Champions - who are these individuals
and how are they appointed?
• Ensure all staff are aware of the Scheme
and communicate the process
• Ensure promotional materials are visible
• Send all feedback via HRBP
- effectiveness of Scheme
- any improvement recommendations
HRBPs
• Liaise with Faculty/Directorate Review
Panel on Annual Performance Awards
as necessary
• Communicate the ethos and process
of the Scheme to all key stakeholders
and staff
• Feedback any concerns to Reward Team
• Feedback suggestions from staff and
Champions to Reward Team
Reward Team
• Manage Edenred contract
• Review data and engagement levels
- ensure awards are being made fairly
and consistently
- send quarterly reports to Faculty and
Directorate HR Business Partners
• Review suggestions from staff and
implement as appropriate

BE TIMELY.
Try to recognise the employee as
soon as you can after the contribution
or accomplishment. This makes the
link between the behaviour and the
reward clear.

BE SPECIFIC.
While a “thank you” is always
welcome, the impact is greater
if you describe the accomplishment
and the value that it created.

KEEP IT RIGHT-SIZED.

Make sure the amount and type
of recognition is appropriate for
the behaviour recognised.

PERSONALISE
IT IF YOU CAN.
Recognise that different people are
motivated by different things, and
appreciate different things. Some
people appreciate being recognised
publicly; others may become
embarrassed. One person might
enjoy a gift certificate to a restaurant;
another might prefer movie tickets.

CELEBRATE SUCCESS.
Consider how to communicate
who received a Recognition Award
to the wider team/department,
including clear information and
why the award was given.
Source: Harvard University http://
hr.fas.harvard.edu/recognition

RECOGNITION AWARDS
Retail vouchers available for:
Accessorize
Argos
B&Q
Boots
Burton
Cafe Nero
Clarks
Coast
Costa Coffee
Currys
Dorothy Perkins
DW Sports
Eco Shopping
Ernest Jones
Evans
FootLocker
Fraser Hart
Game
Gap
Goldsmiths
H.Samuel
Halfords

Reward and Performance
Human Resources
Queen’s University Belfast
University Road
Belfast
Northern Ireland
BT7 1NN
www.qub.ac.uk/hr

Hastings Hotels
House of Fraser
Iceland Food
Ibis
IKEA
Interflora
iTunes
John Lewis
Links of London
Marks & Spencer
Miss Selfridge
Monsoon
Early Learning Centre
New Look
Next
Oasis
PC World
Pizza Express
Primark
River Island
Sainsburys
Sports Direct

Starbucks
Superdry
Ted Baker
Tesco
TGI Friday’s
The National Trust
The White Company
Thomas Cook
Thorntons
Ticketmaster
Toni & Guy
Topman
Topshop
Toys R Us/Babies R Us
Wallis
Warehouse
Waterstones
WHSmith
and many more…

